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FOREWORD 



The DECIDE program serves students with normal #lities.and students who have special learning 
problems. Originally, the project was oonceptMSlized as a system designed to »rvi6 (ar«er exploration and 
personal development needs for students with learning problems, fly the tin»i?f limplleiiiwfitation in September 
of 1976, the concept evolved as an innovative career exploration fffogram, wmm tJ^nwds of all junior high 
students. The major goals for all studemcs ofltefi program [m dBiaileit dtosiioni ofpiprr goals, objectives, 
and strategies in Chapter IV]are as follows; 

1 . Demonstrate skills geneiNly i«fuil tn'i!«,*<*9rt«i of work. 

2. Practice effective work asalbits. 

3. Me career decisions. 

4. Demonstrate improved Greer ci|)aibllllie^ 

5. Implement career plans. 

i [Demonstrate positive atGltudes^iiiid values tc* ;rd work . 

In addition to the career development goals forall siicfcnts, specific academic skill development 
:^(im1or the special needs students. These are discweisin detail istrCtapter IV. These Include the practical appll- 
.-^m of academic skills, as welt as the aqulisltloii olrneiiiskills, wWtefiarticipating im the career exploration program, 

The project focuses on prowiding special needsstudents and nspiar junior highi students the opportunities 
' 3 ilraprove their personal and sogial skills as i«ll asllheir acadennlciltllls. All the objectives in the program are ac- 
/nplished In a uniquely designed and operated learminfflfiviroranent. This environinent represents the community 
and work environment of the adult world with very Ijittbsimulation. The changes in aiitudes of the students, 
teachers, teacher assistants, and administrative staff insiolved in this exciting prograiiare clearly evident (and 
demonstrable) to all who have had the opportunity toiohwrve the processes and ^ndm of DECIDE. The purpose 
of this handbook Is to share the experiences of the stg|iind students of DICIDE *lth laterested professionals. 
It is designed as a guide for those who wish to develop slliilar programs in their own sdiools. 



Chapter I 
The Concept 



I. Introduction 



^ Forty employees line up in front of the personnel office. They are waiting to "sign in." There is a low 
murmurofmany conversations from duster- of employees.. Mary, in particular, seems quite excited. Her face 
is slighUy flushed. She knows that she has been chosen 'employee of the week" in her department and she has 
spent several extra minutes that morning having her hair fixed in preparation for having her photograph taken, 
it will be posted on the production lab bulletin board for the week. One of the managers from the accounting sec- 
ion is quietly discussing with an accountant,a suggestion for changing the record keeping system. In one of the 
manufacturing departments, Harry (recently tranferred to the inplant printing department) is discussing with the 
manufecturing supervisor,- a special order for a "flyer" advertising the newest product. At the other end of the 
plant. Susan checks With the Training Manager about her appointment for extra pradice for her new assignment. 
Two company en|>loyees check the company's latest stock quotation. There are Indications that it may go up in 
value today or tomorrow so they dedde not to seH. 

This little scenerie describes a typical morning scene in a small business. Right? Wrong! It describes a 
typical morning at DEODE. The "managers" are teadiers and teadier assistants. The "employees" are junior high 
students The "plant" Is the DECIDE lemMngfadlity. The "stock" and the "cash flow" are real. The "material 
products and the "production" goals are real. Tlie educational goals are real but are not readily observable (Edu- 
cational goals are not medianlcally implemented.) They are evident through the appropriateness and businesslike 
nature of eadi student's behavior as he/she carries out the functions of the business enterprise system. 

How does DECIDE differ from other models? 

What are the underlying concepts, apprtwdies, and philosophical viewpoints, which make the DECIDE program 
different from other educational programs? The answers to these questions are the subject of thif section. The pur- 
pose of this chapter is to describe, briefly, the philosophy of the program and to contrast It with the more common 
approaches to career exptoratlon and to educational programming in general. The diarts on the following pages 
highlight some of the major approach|6S of tlje DECIDE model for educational programming. The dwrts are divided 
by characteristics of: (1) the manager; (2) the employee: (3) the physical plant: (H) DECIDE tedmology; and (5) 
the produdon schedule. 



CHARAaERISTICS OF THE DECIDE CAREER EXPLORATION MODEL 



The Manager {Teacher) 



PROGRAM ELEMENT 


DECIDE MODEL 




Participation Roles 


1' .M^MAv^/Cfifml At/OA 

^^<}n3C|c^/ tmpioycc 




Teacher Role 


FArilifpttAr/Leamina Manaaer 


\ 

\ 


Discipline 


Qalf/Pppr fnntml 


* 


Teacher Emphasis 


Tnf^l 1 ifo npwplonmpnt 




Expectations 


expects buccess 




Decision-Making 


u/ith QfMHpntc/AQci<t;int<; 
jnarEQ WiUl JlUUCiUWf^^i^L^iUa 


* 

1 


Teacher Characteristics 


r\olfl/iatP^ Rp^iv^n^ihilih/ 


Teacher Domain 


Open Space 


• 


Time Focus 


Meaningful' Production 




Teaching Modi 


Multi-Sensory/Hands-On 




Student/Teacher Interaction 


Maximized 


• 


Teacher Planning 


worK jcneaunng, ^rl)^LC J^^ ^ 


luj ii.f." Ai CO riflii 


Learning Activities 






Curriculum Development 


nil icdCiiers/Diuacni5/A5>' i^* 


i-har i Responsibility: 


Career Exploration 


Creates Real World of Work 




Student Evaluation 


, Criterion Referenced 




Teacher Morale 


Consistently High 


t 


Teacher Interaction 


. Shared/Team Work 


Teacher Interaction 


Shared Objectives 





The Employee (Student) 



PROGRAM ELEMENTS 



DECIDE MODEL 



Student Role 
Student Focus 
Learning Styles 
Student Input 
Student Differences 
Student Products 
Student Evaluation 
Student Identity . 
Student Role\ 
Learning Activities 
Student Socialization 



Responsible/Proactive 
Cooperation for Group Productivity 
Easier to Individualize 
More Emphasis 

I 

More Easily Accommodated \ 
Saleable Products/Services 
Reinfordng 

Production/Occupational Role 

Employee/Trainer of Peers , 

Student Initiated or Cooperative with Teacher 

Maximized 



ERIC » * 
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The Physical Plant (Classroom Organization) 



PROGRAM ELEMENTS 



DECIDE MODEL 



Physical Layout 



Flexible 



Physical Appearance 



Business^lndustry-Like 



Physical Structure 



Open 



Environment 



Work/Community Relevant 



Physical Layout 



Shared with Employees (Related to Efficient Production) 



Physical Set-Up 



Workstations 



Traffic Flow 



lr)lerdependent Work Areas (Stations) 



ERJC; 
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Decide Technology (Educational Technology) 



PROGRAM EUMENTS 



DECIDE MODEL 



Motivation ^mtm 
Motivation Sysig..i 
Motivation System 
Motivation System 
Reinforcement 
Reinforcement 
Materials 
Materials 

Teaching Strategies 
Academic SIcills Acquisition 

Teaching Strategy 
raining 6 Practice Motivation ' 
Trainir : & Practice Motivation 
Task Performance Instruction 
Teacher Orientation 



Pride in Products 

Monetary Reward (Stocks) 

Croup Achievement (Stock Value Croup Determined) 

Intrinsic -. 

Immediate and/or Delayed for Larger Future Reward 
^ncrete 

Industrial/Business Materials 
Academic Concrete 

Simple to Complex (Erijplrically Based) Task Analysis 

Incidental Learning (Student Need Related, Perceive 
Immediate Needsl 



Experiential 



\ 



Need to Know, Student Int^st 
Job Related 



Accommodation to Individual Learning Styles " 

Manager Capitalizes on Situational Opportunities for 
New Learning 



The Production Schedule (The Cwwetilum) 



PRO(MlLEMli!$ 



Orientation 



Basis liiil#itl is; Production; Affective, Exploratoff 



Academic Obfedtives 



Social/Worl< Objectives 



Person>al Developnent 



«"1h Academics 



Career Expioration 



koSmruction 



Career Exploration 



A IStolmrk Environment 



Decisicr-Making 



Focus an Student Involvement 



Decision-Mal<ing Skills 



Major dbjectiveof Program 



Student Responsibility 



Emphasized 



\ 

Nagggtive Descriptions of Major aaqpiBWts 
The DECIDE Managers [Teidjii 

DECIDE teachers and teaclppitt|)(i^ The relatlon- 

iHfibetiiKeen the teachers and tli||g|lii^^^ production manager 

Irtwillpriiprvlsor/ Their rg^ 

iiilps ortferv^ than to'^ighjofepubiiiMiiiiil .teKhws; iMMpmpms^along with employees, from 

Pilailo^ivork station In ttolr Miidepntmii^ liey oMdi^pip»4 thpd8il^ work production, the pro- 
enplifees (students), help Indlwlduil^iiii^ production . 

pH, moveiD other department to dtas iysgiili|niive pioiludiM^efflcliiiiqf intt^the^fl of goods and serr 
^iiylth departmental managers who liitermli«A^ 

Departmental managers and supepisoEf ihiiffitail confcrei^ deaMith lmniedlate personnel or production 

lliilems afid to share daily informatta Wii^^ comradeship ^biiey 

prk cooper^lvelyon production taski; TheiiMiBil^ Mostnew employeesi 

jlketransitlon into the setting In easy^^ helpir^ 

nei^«empioyees make the adjustment t(^^ THe trainers areiilow employees who l^ve 

already mastered the specific occupiHiitote.^ make suggatlonsir improving the prodktion^ 

jiMis and many suggestions are^erifliuslBitlca^ \ 

'•1, 'i 

Managers never write lesson^ iai^s^ Gncta wvii^nMi^ p^ mieting for manners and supervisors is \^\6 
to makebverall company declsloh5. (nfoina{:mait^ planplni Is consistent among depart- 

ments., Planning Is an on-going eioilutioniRy pisxes^inR^ supervisors, ani employees. Employees.are 

encdupaged toimake suggestions finM process or toiuggestnew 

items to be added to the company^^totai okring,#^^ iEmployees areiraluatflilby managers on the basis \ 

of dally work performance, and pirfirnm liere is an atinosphere of 

: sharing the (£mmon company goalr tpr6iEtsv piiDf{ts;^is^^ 
management team. Employees freiiy intenct,^th managens, supervisors/ and peeES^ Problems and successes are 
shared by all. The empliasis in this corniany Is on emptoyee-managemeht relations, on totarl human development, and 
on acquiring appropriate llfo-sklls. 



The DECIDE Employee (Student) 

1 V 

The DEODE employee (ptudent) l» perceived by staff as an "employee. " Students Identify as In Industiy 
with the company objectives, company Incentives, and their own assigned occupational role. Employees quickly 
recognize the relationship between tlieir own occupational role and compsny production. Employees work clos«Sy 
together; they are caught up In the enthusiasm that Is generated by cooperative group efforts towards a common 
goal, e.g. , the production of saleable goods. Employees work closely together, each and all serve as helpers, 
trainers, and workers, providing emotlone^l and performance support to those wh'o require It. Relations between 
managers and employees are Informal, easy,and cooperative. Cooperation, not competition Is the key note of th^ ,/ 
production process. 

Employees (students) display adult worker attitudes and demonstrate keen understanding of the free enterprise 
system. They exhibit pride In Individual achievement, work accomplished, or pniducts produced (Immediate re- \ 
Infbrcement) . As employees; they exhibit adult reactions to dips In the "stock market," planning ahead to sell at 
a more favorable price. They readily accept responslblllty 'lbr the quality and quantity of work assignments, real- 
izing the relationship between total company production, resultant sales, and their effiscts on the company's stock 
value. The usual personnel Incentlvis of Indiitlry are readily Internalized by employees who express satisfaction 
In both Individual and group accomplishments. Thus, pride In Individual and group achievement becomes the 
, motivator. 

Absenteeism Is rarfe and few employees file grievance. When an employee Is absent, others readily volun- 
teer to temporarily assume the duties of the absentee (employees understand the process and the relationship of 
Individual roles to the total process) . Managers act more as Information resource personnel than as^overseers . " 
Since discipline is not an important consideration, managers are able to spend considerable time assisting employees 
in upgrading wprk skills, interpersonal skills, and in learning new tasks. Employjees work closely with manage- 
ment in monitoring the production tasks and in developing new ideas and procedures for improving productivity 
of the company (increasing profits) . 

The Physical Plant (Classroom Organization) 

There are two organizational levels in the company. These relate to the physical plant and the psychological 
organization of the operation. While there Is a formal check on'employee attendance, the emphasis is placed 
- on the production process, on total productivity (and quality of work) of the Individual employee rather than on time 



in task. The focus Is on a flexible system in which employees and managers move from department to department and 
from w,ork station to work station as related to job/production requirements. It is rare that an employee from one de- 
partment Is asked why he Is visiting another department. It Is assumed that the employee is there for a business 
reason. The physical layout is analogous to a stiiail business with little separation between department areas (half 
wails, docrless entryways) . The layout of a specific production center is always subject to modification; dependent 
on the type of product being produced. The emplbyee-manajgement team, In its efforts to Improve production efficiency, 
may modify work task sequences or the location of work stations for the flow of production . 

DECIDE TechnoloQv (Education Technology) 

Employee motfitlon Is the key factor in the successful production of quality goods and services, which result in 
r^arketable products accompanied by Increasing sales and profits. Also important to this dimension Is the employee 
training program. The company has developed a syfitem of personnel management and training which attends to this 
Important dimension by applying motlvatlonal/relnfcrcement princlples'cpmmon to modem indust.7. Employees are 
encouraged to learn and work at their own pace while attempting to improve efficiency, sidlls, and rate of individual 
production. Methods include opportunities for empldy«e$ to move from single task mastery to completion of a more 
complex set of tasks and operations. Employees are reinforced at various levels. Immediate reinforcement comes ex- 
lemally with praise from fellow employees and managers, while ihternally, employees are reinforced by observing 
the results of their own efforts. Employees are encouraged to accept responsibi ilty for their own occupational roles and 
outcomes; this serves to help internalize feelings of job satisfaction. When there are production lulls, provisions for 
.employees to practice job skills, or learn new skills are available. There is a wide variety of opportunities for employees 
to learn new skills at their own pace. 

! • ^ •. • 

Employees learn to deal meaningfully with the pressures of production goals while receiving support from man- 
agers and fellow employees in a highly informal and personalized manner. The company encourages an "esprit de 
corps" which Is basic to employee morale. Monetary rewards .are valued by all employees, and the value of company • 
shares ofstock are carefully monitored by the employees. About 801 of the company Income is reinvested In raw ma- 
terials and new product development. The balance Is distributed to employees based on individual performance. 

The P roduction Schedule (The Curriculum) 

■ ■■< '■. ' • - . ■ . • 

The^rodufitlji&ichedule is task oriented and all operations, work flow> physical plant layout, etc. , are geared 

40 the fast, efficient production of marketable goods aind services. The training depertment focuses on providing . 

si|ipprtlvhrainlng fundlons t6 improve both skills and th^ employee. Employees 



are encouraged to explore additional jobs and job taslcs. The company is particularly concerned that each 
employee's career development needs, (knowledge and awareness of occupations^ the development of good 
personahsociahkills, grooming, appearance, etc.) be met and consistentt/irionitored. The training de- 
partment and the Individual departmental managers emphasize the delegation of responsibility to employees 
and offer sOggestions and informal training in decision-making to all employees. Inherent within the pro- 
duction process are several monitored educational outcomes. 




Chapter II 
Implementation 

r 

Introduction 

The purpose of this chapter is to provide the interested professional with specific information on h-** to plan, 
develop, and maintain a simildr program in his or her school. The reader is provided with the basic information 
required to Implement and adapt the DECIDE Model to various educational settings. This information is presented . 
in three sections: (1) Planning and Start-Up;. (2) Program Development; and (3) Maintenance. The Planning 
Section describes activities, roles, and other major considerations one must make prior to Initial start-up 
ofmCIDE Model. The Program Development section focuses on the specific development of major components 
within the cur/lculum. The Maintenance section offers specific activities which are helpful to keeping the pro- 
gram "on course," and ideas which can further enhance the on-going refinement of the model . 

The Information is presented in outline form and focuses on major points which, based on the experience of 
DECIDE personnel, are most important to the successful development of a DECIDE model program. The focus of the 
authors has been on avoiding a cookbook or formula approach; rather the emphasis In this chapter is on providing 
a set of tips or helpful suggestions. This approach allows maximum flexibility for the program developer in Imple- 
menting and adapting the DEODE model to an individual school program. 

I. Planning , ' 

A. Administrative Functions 

The administrator's role in the planning process deals with establishing a set of steps within which he/she 
can create the environment for a DECIDE model. The following activities and recommendations represent major con- 
^ sideratlons: 

1 . Scheduling : T^e administrator should recognize that the DECIDXmodel requires planning for extended 
periods of time for students in the program and enough f lexibi lity to accommodate the rotation of students 
In and out of the program in 9 week cycles. 



2. Pupil-Teacher Ratio : The DECIDE program appears to operate l)est at a 20:1 pupil-teacher ratio. How- 
ever, this is subject to such influences as program scope, student ability, and the availability of aides. 

3. Equipment : The DECIDE program does not require a large investment in specialized equipment. How- 
ever, industrial type equipment, particularly in Rwd Service, is more appropriate than tho home-type 
equipment found in most home economic classes. The individual shop processes can be conducted In a . 
typical shop environment, provided the equipment is fitted with jigs and fixtures, and used in a pro- 
duction mode. Additionalpaper, stencils, and reproduction capabilities are needed in the Business 
Managemertt area. Other areas such as Piersonal Appearance, may M added later. It is wise to thorough- 
ly plan and budget equipment in such cases, prior to the opening of a given section. One of the problems 
in the development of DECIDE has been the delay of equipment installation and consequent impact on pro- 
duction scheduling. . 

il. Facilities : These may vary considerably from site to site, without affecting the program. A few constants 
should be noted: " 

a. The space should be as open as possible (i .e. , open doors, low wall partitions). This enhances 
the spirit of cooperation and reduces the isolation inherent in a more compartmentalized facility. 

• 

b. The space should be flexible, since the program will experienceproduct changes, expansion 
and contraction, and other such business phenomena. - 

c. The faci lily should not resemble a classroom, but rather a business setting. Eliminate the rows 
ofaesl(S. Convert to work stations! 

•V ■ ' 

5 . Atmosphere : The most important function of administrators, working in the DECI DE model , Is the crea- 
tion and maintenance of a business-like environment in which ex periential learning can take place. It is 
impossible to provide a cook book approach to the creation of a DECIDE atmosphere, since it is an atti- 
tude aqulred by participation in the program; an attitude that Is reinforced through a variety of subtle, 
• and not so subtle activities, methods, and reactions employed in the Implementation of the program. 
Chapter I of this manual describes the basic underlying philosophy of the DECIDE model. The 
following points are.used by the'project's general manager to orfcnt students to the program on their 
• first day. These points illustrate Jhe appropriate philosophical approach to introducing students to 
the DECIDE work environment. . 



Points Emphasized in Student Orientatioo to DECIDE 
You will not be a student, but an employee in a business. 

r 

The people you will work with (not for) will be managers, we do not all them teachers. 

You will have the opportunity to choose areas in which to work. This will give you a feel for what it means 
to have a job« and for the duties that are required in different kinds of occupations. 

The quality of your work is very important because: 

a. Customers will not accept a bad product. 

b. If we do not sell , we have no work and no money to give to employees. 

c. Many times a whole area depends upon how well each person does his/her part of the work. 
You may not enjoy certain areas and jobs, but this is something everyone needs to learn. 

How well you do in terms of the expected behaviors of each area will determine: 

a. Whether or not you earn shares of stock. 

b. How many certificates of performance you earn, 

■ c. How much you will get out of the nine-week term. 
You do things here, don't expect anyone to do them for you. . 

Note: The terminology used is consistently business oriented, with words like employee, hire, fire, pro- 
duction, costs, product, replacing educational terminology. 

One of the issues which must be addressed is that the DECIDE atmosphere may require exceptions to school regu 
iatlons, such as being in the hall without a pass during class time.' These exceptions must be recognized and pjhned 
for if the environment Is to be as flexible as It needs to Be. Moreover, these accommodations must have a 



rationale behind them. This rationale niMSt be communicated to program participants and other staff, as well 
as students of the school. Due to the many positive-motivations existing in the DECIDE model, there is less 
need for the strict regulations necessary in many schools. 

6 Monetary P rocedures: Amajor componentofthe DECIDE model is a separate, accessible cash flow 
l^/operalingasa business with its own acountability . The following describes the procedures 
that have worked in the model: 



a. 



All cash intake is collected and accounted in the business management sector. 



b The Business Manager acts as custodian of the DECIDE fund. He maintains 

the company bank account and checking account. These accounts are kept in a local bank 

c Any expenditures which are r^uired for business use can be reqwsted by any depart^t 
' „«LJutlli2ing an expenditure fom. This is completed and the Program Director reviews . 
it and co-signs it . The completed tform is then presented to the business manager for the 
amount needed. 

d. The business manager pwduces thfese regular statements: 

Monthly income statement broken dowm by department. 

MonlWy expense statement broken dowir by purchases authorl zed'. 

e. Unusual or unusually large purctBses are dlsnissed at the weekly staff meeting. 

B Staffina- The success of the DECIDE mdel Is ^imarlly d'je to the efforts and attitudes of the staff. 
This seaion W to point out certain basic characteristics, of staffing a DECIDE prograrn nodel 

1 Pi^r ai.. Administration s The Teacher Assistant Principal plays the role of administrative 
• todlr of the Dantstadt D ECIDE program. This role can be filled by existing administrators m 



guidance, a department chairperson, or other mid-management personnel. The important func- 
tion provided here is that of leadership, particularly relative to the program development of 
the model. The person filling this role should be thoroughly committed to, and knowledgeable 
about, the DECIDE concept. He/she should have dired access to school decision makers, and 
have tNne available to work in the ongoing management of the program . The program admin- 
istrator, when functioning correctly, will be viewed by program participants as the leader, 
cetalyst, and person chiefly responsible for coordinating the development of the program. This 
person should be hired, appointed, or designated early in the planning stages, and be given 
major responsibilities for malilnj the program operational. 

1 . Program Maftftgers (Teachers) : The mid-management positions in the DECIDE model are staffed by 
teachers who generally have a background in Business, Home Economics, Industrial Arts, and Horticul- 
ture. All of these areas need not be represented. However, the important aspect of the Program Man- 
ager's background is the ability to create and supervise the production of goods and service as the 
central activity of th« company. Learning disability teachers and .other special education teachers provide 
a vital source of support for this program. 

There are some determining factors to consider in selecting appropriate personnel to conduct the program . One 
is that the teachers must be committed to the DECIDE philosophy '^uslng the business ^snvironment for educational pur- 
poses'* as an Improvement on the more traditional approaches to their teaching assignments. They should be commit- 
ted to team work and the notion that as a group they are more potent th&n|s individuals. It helps to have an intern- 
alized attitude which refuses to accept failure. These qualities sound almost Idealistic, in terms of any one human 
being; however, experience has shown that most good teachers possess them to a certain degree. The professional re- 
wards accrued from working in the DECIDE model help to develop these attributes If they are identified arid recognized 
as a pan of professional development. . ' 

The program managers work as a team led by the program administrator. They are responsible for decision- 
making and the management of the model. They direct the functioning of the aides, who act as first line supervisoi^ 
in the model, and are primarily responsible for products, activities, and maintaining the education environment. One 
important Index of correct lunctioning is an expressed feeling of ownership of the processes of the model . Each 
Installation operates in a slightly different manner within the overall context of the DECIDE model, and therefore 
requires a level of problem solving and an abili^ to provide rationales for decisions made such as, what products 
to produce and what balance there should be between production and educational outcomes . 



i. 



Aides: The DECIDE model is based on a number of production activities conducted simul- 
taneously under adult supervision. The educational approach is individualized, and em- 
phasizes experiential and Incidental learning activities. These aspects require that a 
number of personnel be Involved In the direct supervision of students in the program. The 
• DEQDE model has successfully used a number of aides for this purpose. Other possibilities 
include volunteers, older students {i .e. . cooperative work experience) and part-time teach- 
ers . There is no specific ratio which must be followed and it is recognized that the number 
of assistants in a program Is subject to many variables, not the least of which is budget con- 
siderations. The Important mission to be accomplished is to provide close enough supervision 
of the employees to produce the desired results. This can be accomplished in a variety of 
ways, i .e. , assignment of an aide to a specific area, a cooperative work experience student 
to act as an assistant to the program manager. 

' The aides employed should demonstrate an abiding interest in children, be well organized, and task oriented 
The aide will constantly deal with the compromise between production demands of quality and quantity, and the 
inherent eirphasls in the DEODE model on exposing students to new careers and funditns. ,An example Is that 
as students cycle through the program they will become most proficient at about the time they must transfer to a 
new department. Thus, productivity is sacrificed for exploration. The aide must be aware of this problem, and 
accept the situation as a goal of the organization, rather than a failure of Jhe system to maintain high quality 
* products. 



The aides function as part of the managenient tesm, and should be assigned to" specific Program Managers. 
Where possible, the compan^shoul.cl capitalize on the abilities aides may possess in designing the products and 
. areas thijy will supervise. V , ■ 

These three levels of staffing wHHseTJrtSgnTi^ DECIDE mod^ogramX^ Other interested persons,' such 
as volinteers and students, should be encouraged to "p\jg into thyfiodel" through wfiatever arrangements may be 
necessfiry, as decided by tjlemanagemf^nt team. )<s,^ a' 

{ ' I ■ ■ 

C. Identilying Program Areas ^ . . 

The process of identifying program areas move^ frqm a more general to a specific level of selecting the products 
and processes of a^.DECIDE model. There are several different influences which shape the program ranging from who 
is selected as the program staff, to what specific products might be saleable In the market area of the school . Some 
underlying principles tan be offered to guide the, identification. First. the model existVto expose students to a variety 

. 'Of ca;»er areas, therefore' decisions to include areas should be based on maximizing the variety of career areas which 
might be explored. A goo'd reference point might be a cluster system, such as the U.S. Ote of Education Occupa- 
tional Clusters. A brpad representation of occupations from as many clusters as possibl^^ should be included. Second, 

J there is a relationshpetween number of students, staff, and program areas. Too many'sludents in an area may bfe 
>a result of not enougfi areas. Overburdened staff results from too many areas. Thferefoce, a worthing balance of staff, 
students, and areas mW be considered. Finally,'the identification of a program area should be planned and tested 
on a tria|.ba.sis befor^it is added to the model. 

■ ■ • ' ■ . , / , , . ■ ■ ■ ■ ■ ' - ' ' • 

, initial development of program areas should be accomplished by the project staff, and generally be in areas 

in which they feel most comfortatTe. Adopted areas, such as those in operation in other sites, are'g'ood starting 

points since" they haye already bee?Hested. However, it should be emphasized that virtually any program area 

related to business functions is appropriate. The business area is central to <iw model and therefore must be devel- 

. oped. The types of production areas are optional according to the staff involved. The program should start with a 

manageable number of areas. AdditioTial areas an be added as the program matures.'^ * 

' "'V 

D. Product Selection ' 

Determining what products and services the company wi II produce tends to-generate excitement, an.d is con- ' 
. sidered one of the easier tasl^s in program development. Two cautions are offered helfe, based on the DECIDE ' ^ 
experience: (1) Educators have been trained to progress from the student out, (in other words, assess the ^ 
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student's needs and build the program) , whereas product development begins with an end point and works back to the 
student, therefore it requires a reversal of the traditional educational planning approach. (2) The product selected 
dictates a great number of variables in the company, i.e.; work stations, number of tasks, variety of tasks, difficulty^ 
of tasks, and level" of production based on demand. Therefore, each of the products investigated should be considered 
relative to marketability and what It will take in terms of teachers and materials to develop. 

, » 

; The experience of DECIDE has been that most products originate as "brain storms" from faculty or student, and 
that there is not a great need for extensive market analysis of potential products. A suggested sequence jf activities 
for product development follows: 



1. 


Gather product ideas. ' 


2. 


Select products for each area, based on perceived workability. 


3. 


Build a prototype. 


tf. 


Analyze the production process for level of difficulty and variety of tasks. 


5. 


Determine approximate cost. 


6. 


informally determine product acceptance in your market place. 


7.' 


; Based on these data, decide whether or not the product is viable. 



Once a product iVseiected, it does not necessarily, have to be put into productfon immediately. An ongoing 
function of the company should be to keep a reserve of viable products, which can be quickly put into production if 
sales of other products decline, or an expanded product line, is decided uppn. 

F 

E. Production Scheduling 

The basis for all activity in the DECIDE Model is the production of goods and services by the company . Produc- 
tion scheduling is the key\o whether or not the business environment can be used for accomplishing educational ob- 
jectives. Program Managers must plan the production schedule on as long term a basis as possible before any seg- 
ment of the business begins^ It is desirable to outline what products will be produced for specific periods 



of time, covering an entire schooi year. This may be adjusted. However, it is very Important to have a long- range 
"game plan" rather than to constantly be faced with, "What will I do tomorrow? Next weel<?" etc. 

Things to consider in production scheduling a|;i;. talking advantage of seasonal marl<ets, I.e. , Christmas, 
Spring, etc.; accommodating the students; Totaling cycles; and formulating contingency plans in case a product 
is not as successful as predicted. Once an overall outline is developed, each segment must be detailed in terms of 
tasks , equipment , work stations , materials, and cosb. This level of planning will insure a smoother running busi- 
ness and provide greater opportunities for educational outcomes to be derived from the work setting. • 

f 

F. Performance Evaluation Development 

Once the business ofthe company (production of goods and services) has been established it is.time to focus at- 
tehtlon on the educationabnd personal development ofthe employees (students) . Most ofthe essential experiences • 
which produce these outcomes are already in place as a result of the. previous planning activities. The task becomes 
one of detailing in chart format those things that the employees wi II be expected to accomplish or exhibit as a result of 
working in the model. Several examples of these progress charting formats are presented in Chapter IV. They deal 
with attitudes, skills, and knowledge that develops as part of the program. 

■ ' ■ " ' ■ " 

The most Important things to remember in developing performance evaluation are that: (1) the performances 
are listed and posted where everyone (particularly the students) can see. them, and monitor their progress; (2) 
the performance evaluation is linked with the reward system, i.e., stocks and/or certificates of performance; and 
(3) the performi .le eval uation should be thought'of as a method for the Program Manager and employees to work 
together toward doals , rather jhan as a series of hurdles an employee must cross. . 

■1 : :. • ' ■ ' . ■ ■ 

Methodoldgy employed in evaluating students is primarily that of observation by Program Managers In charge 
of the area. There should be a schedule for recording of these evaluations regularly on progress charts. Time 
should be allowed within the business day for the Program Manager to discuss individual progress with each em- 
ployee. Finally, performance evaluation should be a regular topic of the scheduled staff meetings by the management 
learn.' 



II. Program Development . 

A. Business Management Department . 

• The Business Martagement Department Is the hub of the DECIDE Model, and therefore, the first and most es- 
sential component to be developed. The Business Management System Includes personnel. , fiscal , and clerical func- 
tions necessary for the operation of the enterprise. Students are empioyees who operate the personnel, account- 
ing reception, ordering, and filing component of a small business. The work is conducted in a systematic 
manner io that It is e^sy to Identify the work flow Ih any section of the operation . The following are areas of con- 
cern that will assist the program developer In establishing a business. componfent. (Examples of position descriptions, 
work stations,, systems, equipment and forms, appear in Chapter I V) : 

.1. System Design: Each of the systems needed to conduct a business operatlon.d.e., personnel, . account- 
ing and fiscal, deiTMlhhould be Identifi^ and described with objectives. . 

'Example: Clerical 

0 ,,:;|?^^0,provide the necessary forms for business operations. 

b. To provide typing services. 

■ ' ' ' - ■ ■ , ' ■., ■ 

* c. To maihtain|j||rate flies for the company. 

d. To keep records^ssary for the business operation. 




2. 



These systems are then described, in terms ofthe output of each objective specific forms, files, 
records) . Next» one must consider and Identify the process^teps required to reach each one of these 
end points. Once the systems are described in this manner, the identification of work stations can take 
place. ' 

Workstations; The development of work station plans, which will describe what employees will do in each 
step of a work flow system, requires thai the developer keep in mind the general ability levels ofthe 
students who will run the system, as well as the equipment needed and the time necessary to accomplish 
the task. These should be written in step-by-step manner, and be visible to the workers as they perform : 



the functions. This level of detail is a considerable amount of work; however, the examples provided 
In Chapter IV will greatly reduce the need to develop your own station from scratch. It is suggested 
that one modify the existing stations to meet local needs. 

3. Pilot Testing : Once tjie work flow Is designed on paper, and the work stations described In the 
above manner, it Is important to pilot test the system using students in the actual Operation of the pro* 
gram. Every system should be perceived as a dynamic operation, subject to change; each change should 
enhance operational efficiency. This is particularly true In the early stages of development; therefore, 
allow time to work out the bugs. Many program developers are reluctant to change something which has 
been written in black and white. However, rewriting and reframing will produce a better system and 
provide work for the business comportrent in the kginnlng of the program. So do It ! 

.1. Communications : An important consideration that the Business Management system must recognize is 
that It is the hub of the DECIDE modei and that It has the responsibility for communicating with several aud- 
iences. It is helpful to think of this aspect of the Business component as the Information processor and 
t central communication system for the program. This means that information needs may be identified In 
other components Of the model, by students, parents, and the rest of the school community. One should re- 
spond to the Issues of: Whatdoesthispersonorgroupof peoplenet^toknpw? Howwill wegetitto 
them? From what sources? Through what process? Takingthisanalyliialapproach will help to identify 
and serve the needs of the people and groups you are dealing with. 

5. Educational Outcomes: The Business Component, like all compoht is of DECIDE, exists- for the primary 
purpose of providing educational experience to the stutlents. The i. adel capitalizes on many opportuni- 
ties inherent in th^ work setting for educational and personal growth and development. To simply say 
that in a general sense this Is happening; is not sufficient. A major part of the program manager's 
job is to identify the learning which is taking place, and document it for both the student and the 
staff. : ^ . 

The methods employed lathis process begin with an analysis of the work being accomplished. Skills 
and knowledge can be extracted, as well as.social/behavioral abilities needed in the work situations. • 
' To assist the Program Manager in this documentation task, a good comprehensive set of career educa- 
tion objectives should be used as an organizational instrument for observations. For example, a 
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\ cashier required to make change must learn how to accurately deal with money. This activity may be 
counted toward accomplishing 1.1 .51 Perform calculations and transactions involving money (DODDS 
Career Education Objectives K-12 DS Manual 1800.1, June 1, 1977) . 

Progress charts showing objectives which may be accomplished as part of the work situation will help 
students to become aware of their development and how it relates to a work setting. Conferences about 
career education progress with the students should be held to keep an ongoing perspective of where 
• they are In their development. Certificates listing objectives accomplished will provide reinforcement 
for this work (see Chapter IV). 

5. . training : Since the staffing of the Business Management Department is set up on a rotating basis to , 
enable students to experience many occupational areas, it necessitates continual training of new personnel 
for positions. ^The experience of DECIDE has been that the best way^to perform this training Is to have the 
students who are currently holding a job train the new pirson. this follows the business model and 
has several benefits. First, the job holder Is a flood trainer,. since he/she has been accomplish- 
ing the task. Second, several employees can be trained at once under the supervision of one Program 
Manager or aide. Finally, the act of training another individual reinforces the knowledge and skill of 
the student doing the training. 



I 



B. Production Departments 

The second type of component found in the DECIDE Model is the Production Department, which Includes areas such as 
Food Service, Industrial Processes, Household Products, and Horticulture. They share the common function of pro- 
ducing goods and services, which provide the basis for existence of the company. An important concept is that a 
DECIDE Model can be built with one or many production areas. Each area is operated in a similar manner with dif- 
ferences centering around the products and services produced. The following developmental activities are common 
to each area: 

1 . Product Development : Products are of central importance to the production areas since all activities lead 
to or emte from producing them. The development of a product is a long and careful process if it is to 
provideboththenecessaryeconomicresuits, as well as an environment for learning. The products begin 
with ideas, usually borrowed from available goods and/or services, which can be identified as potentially 
viable In the program's marl(et area. Experience has shown that there are several product ideas gener- 
ated for each product that actually does get into production. It Is useful to establish a potential products 

■ file in wfiich brainstorms can be captured and used at appropriate times. 

. ? Once a potential product is identified, a prototype should be built, or in the case of a service, such as 
serving lunch, a pilot developed. Notes taken on the prototype or pilot will assist in mai<ing a. decision to 
produce or modify the product. An informal market test can be performed by showing the prototype to a 
sample of prospective buyers, and getting. reactions, or through displays collecting Inputs from prospect- 
ive buyers. Using information from the prototype and the market test, a decision whether to produce the 
product can be made with reasonable assurance of its success. 

2 . Task Analysis: Now that the product has been selected, a process of preparation for production begins 
with analyzing the tasks needed to produce the product. Again, the notes from prototyping, plans for 
construction, and the teacher's knowledge of the area guide the analysis, which should result in a step- 
by-step breakdown of what it takes to produce the product. 

e 

A guiding principle in this analysis is to attempt to break every production activity down to a single task level. 
The aim is ultimately to construct a production line, therefore, the tasks must be distinct and simple 
enough to facilitate efficient production. Another thing to remember is balance; each task or group 
of tasks should be relatively equal in terms of time needed to perform it, to avoid built-in bottlenecks 
in production. On the other hand, where bottlenecks cannot be avoided the students' slack time should 
be used for discussion and other learning experiences. 
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3. ■ Work Statio ns: Task analysis creates a basis for the development of work station plans, which ^espribes 

procedures, tools, equipment, and materials sufficient to complete individual tasks in production. _ - 
• Each work station should start with a list of materials at that station. Next, the equipment needed 
to complete the task must be listed. These include jigs and fixtures, and other production assisting 
devices. ' - , , ' * ■ 

Finally, the process for accomplishing each task should be figured out and listed. While developing these 
procedures, one should keep in mind any type of work simplification aid (i.e., practice directions, 
" fixtures or reduction in steps) that wil I help the students perfbrm efficiently . . ' 

The work station system should be tested by the Program Manager for the purpose of working out any bugs. 
This testing will also produce prbducts which may be used for display purposes. At this point the Pro- 
duction Department should collaborate with the Business Department to determine price and plan and advertis- 
ing. , ■ ' , . ' 

4. Quality Control : The products are going to be produced by junior high school students, who many times 
will not have much experience in handling equipment, or working with material?. Yet the product must ' 
be of good quality, if it is to sell. Therefore, quality control measures deserve a specific focus of your 
attention. Build in quality control checkpoints and assign employees (students) to perform quality checks. 
Where ever possible, provide fixtures and other devices, which rtduce the margin for error inherent in 
measuring or taking directions. Make signs which include procedures to be followed, and k^ep a close 
watch on the quality of the output during production. Quality consciousness will result in better pro- 
ducts,' more business activity, and increased pride in the work which employees are doing. 

5. ^ Employee Assignments: The primary goal of the DECIDE program is to provide career exploration experi- 

ences for the students. To accomplish this effectively, there must be a built-in system of rotation through 
the work stations in any given production area. One idea which seems to work well, is, to place each 
student's name on a card, and place that card in a work station slot which is keyed to a floor plan Jayout of 
the production area. .Rotate the cards on a regular basis, giving each person an opportunity for experience 
in several work stations . There is a temptation to assign workers to areas in which they have been trained 
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or are particularly proficient. However, this defeats the purpose of exploring many different types 
of work. 



Educational Outcomes : The production environment provides many opportunities for personal and areer 
development. The process of identifying and documenting these outcomes is described below in three 
phases: (1) planning, (2) documentation, and (3) follow-up. To begin an investigation of educational 
outcomes, one needs a comprehensive set of career education objectives to use as identifiers (Career 
Education Objectives K-12 DODDS. DS Manual 2800.!, June 1, 1977) . The outcomes should be identified 
and stated in these terms in a place which is visible to the student and Program Manager. (See Chapter 
IV of this Manual for examples of objectives to be met in each area) . 

Phase I - Planning: As the production \\ork flow is established, the Program Manager should keeo in ' 
mind the possible instructional objectives involved in a work station, i.e., 1.1 Use of basic numerical 
skills'; 4.2.00 Participates in a realistic work situation in home, school, or community. Possible objec- 
tives should be listed for each area to provide a framework for the development of phase two. 

Phase 2 - Documentation: The Program Manager should observe the production activities of his or her 
area, and write-down the enroute objectives existing in the work flow. 

Example: 4.1.00 Demonstrate Entry-Level Saleable Skills in One or More Areas 

4.1.55 Demonstratesafety requirements of specific job 

These documented objectives of the work setting are then listed on the form of certification of completion 
for the area. • Progress charts are constructed, which list the instructional objectives toward which • 
students should be working in each area. These are checked off as completed, and used as part of 
the reward system within the company. ' , 

Phase 3 - Follow-Up : The Program Manager should be aware of the on-going opportunity to surfece 
observable educational outcomes in the work environment. Each example of educational gain should be 
collected and used as information, to help the Manager in refining the Instructional objectives as'^' 
the program proceeds. This approach will insure the ongoing development of the program toward edu- 
cational benefits,,and make future product development an easier task. • 



C. Supplemental Departments 

* 

The mission of Supplemental Departments within the DECIDE Model is to maintain an environment free 
of the pressures of production for the purpose of providing for the specific educational and personal development 
needs of specific employees, v^xamples of these types of areas are the Training Center and Personal Appearance 
Departments of DECIDE . The Training Center is completely supplemental to the business enterprise, dealing exclu- 
sively with the improvement of academic skills extracted from the work environment. The Personal Appearance 
Department is quasi-supplemental in that its primary goal Is to help students to become aware of their personal ap- 
pearance as it relates to the expectations of various work environments. (See Chapter IV for descriptrons.) 

. 1 . Design: Supplemental departments exist through the implementation of # reactive design in which acti- 
vities are initiated as a result of referrals by other Program Managers.- The program deals with em- 
ployees' needs on an individual basis, and is designed to Improve performance in the work setting . An 
example might be an employee who is having difHculty in Food Service because he does not understand 
fractions well enough to make a cake. The employee would be referred to the Training Center for instruct 
tion on fractions, using the same materials he is dealing with 'In Food Service. The instruction Is compe- 
tency based and Is completed when the employee is able to perform the task in Food Service adequately. 
A 'careful record of achievement is kept in the Training Center so that if the employee is referred again 
for some other task assignment,, there will be background information on his abilities. 

2 . Content: Curriculum content is drawn dl rectly from the work envl ronment; for example, lists of vocabu- 
lary words have been drawn from each of the departments in Project DECIDE, and are used for vocabulary 
development in the Training Center; measuring devices (cups, spoons, rulers, scales) , and materials 
from the departments are used to teach math . This approach capitalizes on the motivation employees have 
to complete work assignrwnts, and m?kes learning of basic skills more relevant to the student. 

3. Staff: The Supplemental Departments are most appropriately staffed with persons who have experience 
in working indlyid3ally with students, apd have skills in diagnosis and the prescription of learning activi- 
ties.' In DECIDE, this Training Center is run.by an Aide with a teaching certificate and elementary 
educational experience; Personal Appearance by an Aide who was a cosmetologist. A program developed / 
atother junior high schools mi ghttake advantage of learriig dlsabiiftles teachers, reading specialist, 

' or other interested teaching staff. The' supplemental departments could be operated on a part-time ba^ls 
with teachers asslgned to the unit at specific times, It at specific times. 



\ 



i|. Communications : DECIDE has found that the supplemental departments rely on communication within 
the model even more so than the other departments, since the source of the activities is the referral of 
employees, and the source of curriculum is the work environment. The process must be shared by all 
Program Managers and include frequent enough interactions to have everyone feeling comfortable about 
where any given student' is in his/her development. There should be an element of follow-up when an 
employee completes supplemental training and returns to accomplish the task on which he/she was hav- 
ing difficulty. These conversations with students should be informal, as well as part of all staff meetings. 

5. Record Keeping: TheDECIDETVainirigCenterhasbecometherepository for the educational records of 
the students enrolled in the program. Accurate records of progress in the program are particularly im- 
portant in the case of special needs students, because they form the basis for articulation with the send- 
ing schools. The same concept can apply in a single school application. Students are involved in 
■ DECIDE type programming for two periods, and attend other classes the rest of the day. Information col- 
' lected about their individual abilities should be made available to other teachers for the purpose of co- 
ordinating the students' entire program. The methodology of DECIDE has several advantages for indivi- 
dualization, which if documented, can help other teachers with the student's education. (SeeXhapter IV 
, for an example of the record keeping folder.) 

D. Modus Operandi 

This section describes the implementation of certain gf.ieral functions which permeate all components of the 
DECIDE Model. Some of these have been mentioned previously, but are presented here to provide a sense of con- 
tinuity to the efforts of developing a creative work environment and developing better learning strategies. 

1. Self Development The underlying aim of DECIDE is to have employees (students) develop a feeling of 
being in control of their activities and accept the responsibility for their actions. This happens over a 
period pf lime In an environment which allows students incremental amounts of responsibility along 
with planning opportunities to become more aware of their interest?, values,, and abilities. 

• " The DECIDE environment helps this process along' by providing students with a variety of work experi- 
ences, which require him/her to learn new skills, to partlcipate'with others including adults, and to 
recognize the cause and effect relationship between one's actions and the success of the company . The 
Program Managers stress the positive reinforcement of appropriate actions, ratljer than the punishment 
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of negative oehavior. The operational rules are stricter than the regular classroom environment, since 
attendance and being where you are supposed to be are integral to production. The atmosphere is not 
a restrictive one because the individual employees accept their responsibilities, and have a definite 
"esprit de corps" related to a personal sense of their own role in and ownership of the business. 

The environment is created through a sense of Program Managers and employees working together, 
rather than the employees being taught by the Managers. This participation also enhances the exploratory 
aspect of the imdel. The employees soon establish confidence in what they are capable of contributing to 
the work environment, and a feeling of trust is evident between employees and managers. 
The process requires a certain amount of risk taking on the part of the Program Managers because there 
are periods in the devetopmental process where employees are not prepared to accept the responsibility 
necessary to function adequately. They probably learn it best through experience, therefore the Manager 
should persevere and let the experience play out. Within a short period of time the self reliance of the 
employees will become apparent and behavior prob^ms cease to exls,t. 

, '/ • . 

Interpersonal Relations : The work environment provides many more opportunities for interaction than 
the traditional classroom. There are things that can be done to enhance these opportunities in the DECIDE 
type model. Students should be able to move about unrestricted, since the work requires their involve- 
ment with others, and their responsibility in production requires that this movement be constructive 
The Program Managers should perceive their roles as participants in the business enterprise, rather 
than disciplinarians. They become role models for the employees for interpersonal skills. 
Employees need to be given authority, share responsibility.^and contribute to group actions. The rewards 
for positive interaction should be immediate and integrated in the business activity. (Example: three stu- 
dents working together to produce a chefs salad, which is sold for lunch. ) An index of whether or not 
these interpersonal relationships are being adiieved is the feeling that the experience is fun for the par- 
ticipants. When the expression is consistently one of boredom, or negative feelings toward others, one 
should look for problems in this area. 

i^arnino Management: Something which becomes apparent to Program Managers during the implementa- 
tion of DECIDE is that there are numerous opportunities for lear/iing in the work environment. They also 
recognize that their attention must be focused on trying to get the most out of every opporturiity , if the 
program is to reach its learning potential. To accomplish this, the managers should see their 
role as helping students learn, rather than teaching, (imparting knowledge) to students. There will be 
many instances in which the manager has flie answer to a problem but lets the employees. struggle with, 
and solve the problem. The manag^'s preference for what.should be dwe. in a given instance, may not 
always be followed, due to the employee group prefering other directions, and being able to produce a 
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viable rationale for the preference. All this is somewhat painful to some of us, since we have been trained 
to be the source of knowledge rather than helpers in the learning process. Excellent results, however, are 
in store for those who recognize this role and capitalize on the DECIDE environment. The employees 
will increasingly accept responsibility and be more eager to learn as their ownership in the learning process 
develops. 

The Program Manager can employ many strategies to maintain the learning environment. The following 
methods and plans have proven effective in the DECIDE experience: 

a. Provide as much opportunity for open interaction and group responsibility as possible. Get into 
a habit of helping the employees develop alternative solutions to problems and understand the 
consequences of each. Let the group decide on solutions, and make sure they are able to give a 
rationale for their choices. Finally, follow-up decisions with a summary of what happened, once 
a situation has played out. 

b. Work toward miking the objectives of any activity as visible as possible to the employees (diarts, 
lists, discussions) and make the results of their efforts as visible and immediate as possible. 

c. Reinforce positive actions with praise, evaluation, monetary, and other types of tangible reward. 
Work on concrete reinforcement first (stock, certification, snack breaks) , and toward intrinsic 
motivations (pride, satisfaction, recognition) as the program proceeds. 

d. Recognize the Importance of models within the program provided by yourself, and/or students who 
are doing a good job. The peer influence in DECIDE is great sina there is a prevailing attitude 

of team work. Therefore, the manager should capitalize on reinforcing trie role models which 
improve thie group. 

e. Everything that is done in DEODE can be related to people doing work in other (future) settings. 
It is a good idea for the manager to make this as obvious as possible, through the use of discussion 
of information about occupations, creating an attitude of inquiry among the employees. Much can 
be learned about work, careers, and self in this environment. The participants must recognize 
their learning potential and work at it. 



Problem : Student selects a work station each week which requires the same skills and interpersonal 
charaaeristics. The student felt secure and comfortable in a situation he knew he could do 
well, thus did not explore or approach new situations which would produce growth. 

Task: To structure a non-threatening setting and assist the student in developing sufficient con..- 
dence to where he/she would approach and explore areas when he/she felt weak or uncom- 
fortable. 

Experience; A student in the business section chose only those stations that involved non-interpersonal 
skills such as accounting, banking, typing, and record keeping, avoiding situations with 
interpersonal contact involved in stations such as cashier, receptionist, or personnel. The 
student was asked to try out a non-threatening (second person) role at the cashier's station 
where he would make cash change with minimal interaction. By modeling after his partner 
at the station, he began to interact with customers reqarding money change matters where 
he felt confident. The student found the work related interaction less and less threatening 
to the extent that his next station selection was the personnel station ^vhere interaction with 
customers was a major requirement. The increased confidence in his own interpersonal skills 
generalized from structured work settings to increased social participation with peers during 
breaks and free time, 

Conclusion; Example of how a structured; non-lhreatcning setting, with minima! manipulation by tlie learning 
manager, can make possible growth of affiective, Intrinsic skills, which will generalize to real 
life situations. 
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No. 2. Problem L Student depended heavily upon mother and another student for direction and support even 
■ with the simplest of tasl<s; he refused to attempt simple self care tasks on his own. The 
student felt more secure with this procedure and had often been reinforced by others for 
such behavior. / 

Tasl<; To provide, through the work environment, opportuhities for growth of independent behavior 
of extremely dependent student. ^ ' / 

Experience: A student signed up for the business section for his week's work only reluctantly, after his . 
. friend selected the same assignment. As the^other students rushed around, proceeding with 
the tasks of the selected workstation, thjfstudent stood by watching instead of starting his 
task of filing daily attendance folders.Ihe student's friend proceeded to complete the student's 
task for him, since he bothered' other/students who were completing daily attendance forms. The 
• learning manager intervened in ti)e4ituation and requested that the dependent student be moved 
to a work station where he alon/had to complete a task which was a critical component in the 
V motivation system (col lection of production information for/(JaF^/^tock averaging) . All de- 
pendency reinforcerswere removed, and he was placedln a role where the rest of the students 
were dependent upon him initiating and completing the task on hisown. After gaining 
understanding of the task and its importance, the student began to show pride in completion of 
his^job. He began boasting to other students about his contribution to the Center and 
his important role. His behavior generalized to increased independent behavior In personal 
. appearance and clothes care, ' 

Conclusion: Example of how feelings of self esteem and worth can be effected by increasing independent 
behavior and providing the student with a task that has rea! value and importance . - 
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III. Program Maintenance' 

This brief section addresses issues,' not covered previousiy, that are concerned with maintaining a successW 
Broara ThT rS m eveiopr^nt functions are the heart of the DECIDE Model and are ongoing, no matter what the 
ag^^ep^ram'TisusefuUowever.to step bad 
which will "keep the Ship on course." 

a' Policy Review; This manuai'provides sets of ruies, operating procedures, techniques, etc., which^ 
SSasis for policies to ^vern program operation. These policies- mus, be adap|J .o.ac^^ 
school environment that the DECIDE program will be developed in, therefore; regular f^<^^ 
program staff and administration should be held for the purpose of reviewing its operation. Th agffida 
for hese n«etings should deal with problems and issues which develop in the program. Exampte 
I topics ani student behavior rules, defining the market area for , the program, ^munia ons m 
S and out of school, and the use of resources. Attention to diese policy Issues will provide a frame- 
. ■ i ln whS the pr^« can operate s—ly over a long period of time, and keep policy statements 
in tune with a changing environment. 

B Staff Meetings; We have found that an innovative program like DECIDE requires structured as well as 
SScommunicationsamongtheprogramstaff. ^-^^''Zl'^''^T'^ZZ 

■ L been tried, and it appears that the wt vlabte approach is to (1) have a weekly sch d led staff 
S Hi agenda Nuts from all staff); (2) provide time for less forma planning Ijefore each 
Son an ) assertle staffon demand as problems arise. This sounds like a lot of staff «me; 
rw;til:rigls.hatthest,«.ets,,nothowlo^ 

meeting to under oneHiour, and provides atout one-halftaur of less formal planning meetings (daily)., 

. c -interface with Par^; f^rents should be recognized as potentially great reinforcers of the program, 
. SSfepcantaudienceforinformation*theprogram.Severalartivitiesf™^^^^^^^^^^ 

■ rnblurbstoopen-tausecoffeescanbepracticedtoinformparentsofwhattheprogram sdoin and 
Tat S id n are accomplishing. Par«ts of the DECIDE students have been overwhelmingly sup- 

■ , . . Iv? and ha've, in Ly instances, reinforced the learning of their children a Jm. 

. tfore. coJisi*r a ,)lannedprogr»i> of parent activity' duringjheyea^^ 

and support. ; '. . * " < . 

' sd^ool/Ctounlty Interfate ; DECIDE type programs a're unique in their methods and thus have to be ^ 
■s!;SmX^^ large, as well as the community, if they are to be **rstood.^ Themo va 
tion to cwduct this communications effort Is: (1) that it will help to avoid apprehension on the part oi. 
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persons outside the program (i.e., what Is going on down there?) ; and (2) to help school and community persons 
recognize that this Is not just a little production line, but a viable educational experience. 

E. Production Control; As mentioned before, DECIDE program staff are constantly wrestling with the Issue 
of productlof\ versus educational outcomes, This Issue has many facets which.are described below. 

1 . Level of production should be kept at such a rate as to generate enough business activity to provide 
sufficient learning outcomes, but not so hlghas^to create a situation where there is not enough time 
to pay attention" to learning factors (i .e. , training and shifting of students, reflecting on accomplishments, 
Program Manager observations). " . , 

' 2. Produce as few product lines as possible in order to create the appropriate environment. Keeping 
the product outcomies limited, and adding others in an orderly fashion is preferable to having too 
. much going on at once (chaos) . 

3. Do not let quantity demands create Inferior quality of products. They won't sell, nor will they 
teach good work hai3its. 

■ ■ ■ , ■■• « . ^ --^^ 

• i|. " Develop and pilot test replacement producii available for insertion into the production pro- ; " 
cess, in case products are not successful. / 

5. Plan production as far ahead as possible so that your management takes on a planning rather than a 
' crisis orientation. 

Maintaining a program is easier than developing one, however, sufficient attention must be paid to the issue of 
maintenance, or the signs of problems will not be recognized, making solutions more difficult. 



Chapter III 

Programmatic Benchmarks for Implementation 

This Chapter is presented as a set of charts which Identify organizational structures, work environment, 
and learning characteristics of the DECIDE model . Each of these three sections is broken into major components 
and subcomponents of the program. The most' Important feature of the charts is listing of "checkpoints" or out- 
comes to look for as the program develops. A sequence code provides an indication of whether the cfieckpoint . 
might be likely to be observed in the start-up, development, or maintenance phases of the program . 

The charts have several Important uses in program development. First, the major and subcomponents out- 
line the scope of the DECIDE model and are useful In developing the whole approach. Secondly, the checkpoints 
are action statements which can be used as reference points in program planning and/or measures of program 
evaluation, and the sequence codes provide clues for phasing in aspects of the program. 

In total, the charts are a departure from traditional manual format, making this chapter particularly useful 
•to the program implementors. Use this section aii a guide to your^program development, as It develops. Refer to 
the checkpoints, if problems occur or there is a feeling of uncertainty about the direction In which the program is 
going. The title "Benchmarks" is meant to Infer that the statement contained In the charts provide siandard reference 
points for the development ofaDECI.DE-type model. .r. 



SEQUENCE CODES FOR CHECKPOINTS 

1 = Slari-Up Phase 

2 = Development Phase 



3 = Maintenance Phase 



PROGRAMMATIC BENCHMARKS 
FOR IMPLEMENTATION 



I. ORGANIZATIONAL STRUCTURES 



MAJOR COMPONENT SUBCOMPONENTS 



CHECKPOINTS 



Business Management 
System 



Personnel Sections 



Cashier 



Accountant 



Receptionist 



Typing Pool 



Order Desk 



Filing & Forms 



"Define work stations 
"Task analysis of each job for each work 
station 

"Prepare work flow design 
"Develop )ob training program 
"Design business system 
"Establish accounting system 
"Define personnel policies 
"Define educational objectives for each 

job/work station 
"Develop departmental work schedule 
"Develop interface system for internal 

departments 
"Develop external communication system 

and structures 
"Develop internal communication system 
"Devtiop employee evaluation system 
"Spedly employee/management con- 
ference area 



I. ORGANIZATIONAL STRUCTURES, CONT'D. 



MAJOR COMPONENT SUBCOMPONENT S 

Business Management- 
System (Cont'd) 



CHECKPOINTS 



Financial 
, (Distribution' of 

"Revenue to 
/ Employees) 



Capital Fund 
(Slock) 



-Validate task analysis ; 
■Pilot test work flow design 
•Refine work flow design 
■Pilot test business forps 
■Refine business form^ 
-Pilot test accounting procedures 
-Refine accountiig procedures 
-Establish procedures for 'oersonnc! 
policy modification ' 
-Implemunt job training 
-Refine evaluation system 

-Define equipment needs 
-Establish inventcrf control system 
-Develop departmerital work schedule 
(employee) 

-Develop employeeevaluation chart 
•Develop skill attajnment csrtifiaite 
and chart ^ i 

-Pilot and redesigji externa I commu- 
nication system | . 

-Develop Capital Fund (stock) system. 

-Pilot test Capital Fund (stock) system 
and forms 

-Refine Capital Fund (stock) system 
and forms 



CODE 

2 
2 

2.3 
2 

2.3 

2. 

2.3 

2.3 
2.3 
2,' 

1 



1.2,3 



2.3 



2,3 
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I. QRCANI2ATI0NAL STRUCTURES, CONT'D 



MAJOR COMPONENT SUBCOMPONENTS CHECKPOINTS CODE_ 



Food Service Preparation of Food -Define work stations 

> "Develop menu according to sup- 



1 



1 



piles and equipment 
"-Ta5i< analysis of each job for eacii 
worl< station 

Sanitation e Safety -Food procedure cliarts developed 

-Develop food service-style recipe 1*2,3 
cards 

"Define aqui pment for each worl< 
station 

Ordering & Inventory -Prepare employee work schedules 1,2,3 

according to activities 
"Prepare work simplification methods 1,2,3 

for each job station 
"Develop job training program 1,2 
Nutrition £ Menu ' "Define educational objectives for 
Planning each job/work station 1 

"Develop external communication 

system and structures 1 
-Develop internal communications 
system 

Service of Food -Develop Behavior Management 

Chart 1 
- -Develop nutrition studies program 

for employees 1»2 
"Define production scheduling 
Process Monitoring strategy internally 12,3 
Procedures -Develop program completion skill 
certificates charts and employee 
certificates 1 
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: 0RCANIZATI0NAL-5TRUCTyRES, CONT'D 



^^A.APrnM PHNFNT SUBCOMPONENTS 



Food Service (Cont'd) 



Wood Production Lab ProcTuct 6 Facility 

Development 



-Develop.order form and account 
with vendor (food perveyor) 

-Develop inventory checksheets for 
food supplies and equipment 

-Define style an^ type of service 
of food 

"Develop audiovisual equipment 
andmaterlal/for training program 
of employee 

-DeveloaMernal system for em- 

I recognition (example - ^ 
"Employee of Week) 
"Define job task for food service 
aid 

-Develop and design products 
-Task analyze product to develop: 

a. Operations/workflow 

b. Tools, materials and equipment 

c. Jigs and fixtures ■ 

d. Workstations . 
-Build prototypes 
"Develop and construct displays 

and samples for advertising 
-Develop training strategies and 
, procedures for employees 
"Develop quality control system 
"Develop work assignment chart 

for employees 
"Develop behavior management 

system chart 
"Develop skill attainment certifi- 
cate ?nd charts 



I. ORGANIZATIONAL STRUCTURES, CONT'D 



MAJOR COMPONENT SUBCOMPONENTS 



CHECKPOINTS 



CODE 



Wood Production Lab 
(Cont'd) 



Graphic Arts Lab 



Interface Between ' 
Wood Production 6 
Business Manage- 
ment' ' * • 



Product & Facility 

4 ■ 

Development 



Interface Between 
Graphics and Busi- 
ness Management 



"Develop order forms for specific 
products 

"Control procedures 

"Work flow procedures 

"Develop strajegies-for advertis- 
ing and marketing 

# 

"Develop and design graphic arts 

product?. 
"Task analyze product to develop: 

a. Operaticns/work flow ' 

b. Materials and equipment 

c. Work stations 

"Produce prototypes of possible ^ 
products and make decisions. 

—Produce samples of products 

"Develop advertisements and 
displays for sales; promotion J* 

r-Develop training strategies and 
procedures for employees 

"Develop work assignment chart 
for employees 

"Develop behavioral management > 
system and charts 

"Develop skill attainment certifi- 
cate and charts 

"Develop quality control system 



"Develop order forms hr specific 
■ products . 

1 



12 

12 
12 

•1,2 



1,2 
12 



3 

2,3 
2,3 
2,3 
3 
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I. ORGANIZATIONAL STRUCTURES, CON-Pd^ 



MAJOR COMPONENT SUBCOMPONENTS CHECKPOINTS 

» 

Training Center Communication -Set up record keeping procedurey 

"Establish communication channels , 
Monitoring/ --Specify individual objectives 
' f Individual Ob- -Develop monitoring system for in- 

jectives di vidual objectives- 

-Id'^ntify likely training needs 
Training -Develop useable training procedures 

-Assemble materials needed for 
Student Information training procedure 

c 

\ 

-3 ' 

I ' 

\ 



% 

I 

I 




PROGRAMMATIC BENCHMARKS 
FOR IMPLEMENTATION 



SEQUENCE CODES FOR CHECKPOINTS 
1= Start-Up Phase 
2 = Development Phase 
"t^Maintenance Phase 



II. DEVELOPING A CREATIVE WORK ENVIRONMENT 



MAJOR COMPONENT SUBCOMPONENT CHECKPOINTS CODE_ 



ERIC 



Working Coopera- 


"Alloys students to move about freely 


2.3 


tively 


--Task oriented furnitur- aTangeitients 


2 


Acceptance of 


-Large variety of tejchiric items (work 




Direction 


related) 


^2,3 


Accepting 

1 ft/ 


"Task breakdown to Siudent level 


2,3 . 


Responsibility 


"Appropriate \r'k sequencing td student 


2.3 


Giving Directions . 


levels 


Decision-Making 


-Values relationships with students (child 




Sharing 


to child; child to teacher; child to learn- 




Responsibility 


ing) 


3 


Delegating 


"Manager makes available a wide variety of 


2.3 


Responsibility 


learning experiences (job related) 


Accepting Uniqueness 


-Manager participates as a group member 


2.3 


of Others 


"Planning mangeris accountable rather 




Recognition of 


than employee (student) 




Varying Needs/ 


"Manager recognizes individual learning 


3 


Abilities of Othe-'s 


styles and time frames 


Recognition of Inter- 


-Manager provides alternatives for em- 


3 


^epfendency of 


ployees to choose from 


Individual Work 


"Employee can give and accept responsi- 




Efforts and Croup 


bility appropriately 


3 


Outcomes 




1 ■ 


^0 
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II. DEVELOPING A CREATIVE WORK ENVIRONMENT (CONT'D) 



MAJOR COMPONENT SUBCOMPONENT 



CHECKPOINTS 



CODE 



Self Development 



Acceptance of Self 

Acceptance of Unique- 
ness of Others 

Developing Self 
Confidence 

Recognition of Own 
Abilities 

Defining Own Interests 
Assessing Varying 

Levels of Competence 

In Others 

Acceptance of Responsi- 
bility for Own Actions 

Recognition of Need for 
Change 

Developing Confidence in 
One's Own Ability to ' 
Change 

Becoming a Decision- 
Maker 

Developing Appropriate 

Worl< Mannerisms 
Becoming Aware of 

Importance of Personal 

Appearance 
Accepting New Ideas 6 

Concepts 

Exercising Judgement 
Appropriate to the 
Situation 



-Manager focuses on employee learning 
needs rather than behavioral problems 
-Manager attends to individual needs 
with confidence and respect 
-Manager listens to students input 
emphathetically 

■Manager interacts with students as 
participant in the procfess 
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PROGRAMMING BENCHMARKS 
FOR IMPLEMENTATION 



SEQUENCE CODES FOR CHECKPOINTS 
1= Start-Up Phase 

2 = Development Phase 

3 = Maintenance Phase 



III. nFVFLOPING LEARNING STRATEGIES 



MAJOR COMPONENT SUBCOMPONENTS 



CHECKPOINTS 



CODE 



Learning Management Immediate Knowledge of 
System Results 

Immediate Reinforcement 
Reinforcement Schedule 
Concrete Reinforcers 
Intrinsic R^^inforcers 
Modelinc, 

Peer Croup Control 

Delay of Gratification 
for Larger Future 
Reward 



"Manager provides opportunities for 

group interaction 
"Manager provides opportunities for 

group decision-making 
--Students respond independently and 

positively to task 
"Students exhibit pride in work and self 
"Student displays satisfaction for indivi- 
dual contribution to group projects 
"Student participates readily in stock 

market system 
"Student strives for certificates and 

special awardi 
"Students assume responsibility for task 

completion 

-Students willimgly instruct and partici- 

patej With peers 
--Stujient behaviors are appropriate for 

wofik setting 



ill. DEVELOPING LEARNING STRATEGIES 



MAJOR COMPONENT SUBCOMPONENTS 



Learning Management 
System (Cont'd) ' 



CHECKPOINTS 



"Student internalizes value of work 
-Student ijehavior probleins are minimized 
-Student approac(ies learning task witli 
interest 



CODE 



2,3 
2,3 



Curriculum 
Vidnagement 



Career Exploraiion 
Career Awareness 
Academics 
Socialization 
Health Skills 
Safety 

Self Awareness 



-Employee works on task independently - 
-Production goals become secondary to 

educational outcomes 
-Marager's observation skills enhanced 
-Employees understand the concept of 

quality control 

-Employees 'jnderstand tflie necessity for 
quality control 

•'Employees understand the relationship 
between basic skills and the production 
pror^lS 

-Employees experience real-life work 
experiences 

--Emplovees display work task confidence 
-Employees work safely (accidents 

minimized) 
-Employees display appropriate emphasis 

on personal appearance 
"Employees rotate from job to job 
--Employees interact appropriately with 

peers and management personnel in 

work setting 



3 

3 
3 

3- 
3 

3 

12,3 
2,3 

12,3 

2.r 
1.2,3 

2,3 




Chapter IV 

Component Descriptions, Objectives, Strategies, and Materials 



The DECIDE model at Darmstadt consists of seven components at this writing: (1) Busmess Management 
Production Components, (2) Food Service, (3) Household Skills, (1) Industrial Processes: Wood and Graphic 
Arts, (5) Horticulture and Supplemental Components, (6) Personal Appearance and (7) Training Center. 
Each is presented separately in this chapter to isolate its necessary objectives and operatf%. 

The format briefly describes each component, provides a set of career education objectives, (these are 
drawn from Career Education Objectives , Kindergarten through Grade 12, Department of Defense Dependent 
Schools, DS Manual 2B00.1 June 1, 1977) and includes methods, outlines, and a sampling of materials used in 
impiementing each area. 

Information in this chapter is the most specific and detailed of the manual. The purpose of the section is to 
help program developers by offering models and examples of various materials and strategies and to share the 
benefits of the DECIDE staffs efforts. All materials presented have been designed and developed by the DECIDE 
staff. 



BUSINESS MANAGEMENT 



The Business Management section has a twofold purpose. First, from the point of view of the students, this 
unit focuses on providing employees (students) with specific career exploration opportunities in the business- " 
management sector, as well as meeting the overall objectives of Project DECIDE for career development. Second, 
this unit has unique responsibility of serving as the organizing unit or "hub" for the total business. enterprise of 
the DECIDE model. Assuch, it fundions in a manner analogous to that of the central office of a small business 
corporation. All financial transactions-accounting, cash flow, and stock transfers are the responsibility of this unit. 

The major DODDS .career development objectives for this unit include: the demonstration of: skills generally 
useful in the world of work (e.g., basic numerical, communication, and motor skills); the practice of effective 
work habits (e.g.. planning work, assuming responsibility, adapting ta various work conditions); the development 
of improved career capabilities and positive attitudes toward the value of work. 

The unit has ten job stations and employees select and rotate stations weekly, the work flow design has been 
developed by trial and error; it is constantly subject to redesign and modification. A minimum of commercial materials 
are used and "praci!r.e sets" have been developed for employees to use for upgrading skills or for exploration. Except 
for the typing services area, employees interact with employees from within and external to the unit. The atmosphere 
of the unit Is not unlike that of a central office in a small business. Jobs are either people oriented (e.g , sales) or - 
data oriented (e.g., accounting). 

In contrast to a typical business education classroom, the emphasis in this unit is not on simulation but rather 
on real money with immediate feedback from real customers or employees who make real purchases of goods and 
services. Training of new employees is handled by current employees In an open environment where individual re- 
sponsibility for job performance is the watchword. 

The employee appraisal system includes the use of the principle of positive reinforcement for appropriate be- 
havior on the job. However, employees can be fired for "bad behavior, " or transferred (with counseling) . ■ The 
focus is on treating employees as adults in a working world. Individual and small group conferences are held per- 
iodically to discuss accomplishments, financial information, etc. The management staff consists of a business education 
teacher (manager) and an aide (floor supervisor) . 



OBJECTIVES OFTROJECT DECIDE (BUSINESS) 



1 .0.00 Denrionstrate Skills Generally Useful in the World of Work 

1.1.00 Use Basic Numerical Skills 

1 .2.00 Use Basic Comnnjnicatlons Skills 

1.3.00. Use Basic Motor Skills 

1 .4.00 Demonstrate Useful Information Processing and Decision Making Skills 

1.5.00 Employ Useful Interpersonal SkiHs 

2.0.00 Practice Effective Work Habits 

2.1.00 Assume Responsibility for Own Biei^vior 

2.2.00 Plan Work 

2.3.00 Use initiative and ingenuity to Fulfill Responsibilities 

^ . 4. 00 Adapt to Varied Work Conditions 

3.0.00 Make Career Decisions 

4.0.00 Demonstrate Improved Caree^Capj^bilittes 

4. 1.00 l5emonstrate Entry-Level Saleable Skills in One or M^re Areas 

4.2.00 . Participate In a Realistic '"ork Situation In Home, Sdmol, or Community 

5.0.00 Implement Career Plans 

5 . 4. 00 Understand Various Aspects cf Job Retention 

6 .0.00 Demonstrate Positive AttitQdes and Values toward Work 

6. 1 . 00 Reoogniate the Basis of Various Attitudes Toward Wor4k 

6.2.00 Hosrld Gamip^ence and Excel litnce In High Rega^^ 

6.3.0O Seek #tersonal Fulfillment Through Own Achievements 

6 . 6« Ott □^mcmsarame Commitment to Fair and Equal Treiitrnm\^u9f^Nf^en and Minortttes 
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1. Receptlonlst/TiiaeXeeper Addlog Kftebixes 

2. Cnhieiin^ 10. fiuplicatlog 

3. Personnel U* M Disk 
^1, Boiiisess lBO'.s/OAshierFile 

5. WcffkTab)j» 12. StoMgt/looKeps . 

6, CJfital M (Stock) Pond TelipboM 

' I . AcBountli#tecontUc6eplng W» Ordip Cwttol DmV 
B . Taping im0ititm fax 15. iwak CSaibi» 



BUSINESS MANAGEMENT 



Eiq>loyees: 15 to 24 



The oi^jMsriiirvtBs of the Busira^s Managesnent Saction o£ PROJECT 
DECIDK ^re$: 

to tir .{fee^^fibemd how wor^ i-s created aad *that each job 
has «^ dSfet:a3slte purpose ^cmd is a nece^srary function 
of tdsie ittBk flow in asr. office. 

to mqi^lcxE^ the basic xnfflce /business; fmnctions. 

The reg%&mx employees (stmdOTtfns)' attend MBJECT DECIDE ^or 
nine week»— thxaee of vdiicb spent in S±em Business Section. 
The spedy^^l enapl^oyees (stivftentts) remain ±m tthe Business Sec- 
tion fox s^m imit:ial period icrf Tive weeks. 

* 

At^ the ittetfSKait: time an empOboyqi^ may selecrt xrom ten differ- 
ent itfooElt^ltatlorrs. This seiesztion/assignniemt is for a 
perioflt jof ome week r /however,, -m degree of flexibility is 
built xintro this rul^. ^ ' . 

A cert^tfficaste is given at t^het^iend c5 the eiqployee's explora- 
tory experiences in the Busimss Management Section. This 
certi fl ca t te lists each work station and all availaUble prac- 
tice tasks. Bach activity that an employee completes is 
initialed by an instructor^ If an employee completes all 
practice taskBi then he/she receives a special seal on his/ 
her ceartif icafiie. 

An Emplc^ee Evaluation Form is kept daily in the Business 
Management Section. An employee is evaluated in several 
areas; cooperation, proper speech, accuracy, promptness, 
etc. After an employee receives four X*s (symbol for good 
work) in all areas he/she will receive a Stock Redemption 
Coupon. 
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BUSINESS WORK AREAS 
FOR WEEK OF 



TIMEKEEPER/ 
RECEPTIONIST: 



1. 



FORM NUMBER 40 
PERIOD 



CASHIER: : 



ACCOUNTING: 
TYPING: 



1. 

2. 
3, 
4. 



1. 

2, 
3, 
4. 



PERSONNEL : 



BUSINESS 

FORMS /DITTO 1. 



ORDER DESK: 



ADDING: (CR) 1. 

2. 



STOCK CONTROL 1 



FILIIGi 



1, 

2, 



WEEK: 



Ist 
_2nd 
^Brd 
_4th 

5th 



SMPLOYSB KWtWmoa CBAST 
BUBIMBSS 



HAMS 



ss 

ii 




5 



g 

48 

s 



I 



III 



•J 



1 




5 



Vi-ff,l.lrt^Clmf.>: 



Color Code 

Holiday. .... .Brown 

TMwday Bed 

WtdiieBday. . .Green 
Ihnrodmr. . . .Blue 
nridoy Black 



Rating Code 

X'Syvbo.v for good work 
O^Symbol for poor %fork 
-»SyBibol for absenca 



After four X*s In each box 
the employee reoelves a 

Stock Redenption Cotq;»oii« 



ERIC 




I- 



DArmstA^t C^ivccr Center 




Certificate of inrogram participation 



is awarded to 



Program Coordinator 



Instructor 



This 



day of 



19 



Instructor 



Darmstadt, Germany 



Instructor 



52 
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PERSONNEL 



Employees: one or two 



Forms: 

# 1 Interview Sheet/Application 
#39 School Attendance Report 
#16 Individual Timekeepers 
Report 

#54 Personnel Check Sheet 



Equipment: 
Desk/Chair 
File Cabinet 
Folders /Index Cards 



Personnel keeps all records and information on all employees 
in the Project DECIDE Program. 

Each employee has a card containing name, school, grade, sex 
""and assigned work area* Personnel is responsiblah £or makilog 
these cards and keeping them up-^to-date; especially the work^ 
area information. Personnel has all employees fill out a 
Form #1. 

Personnel is responsible for completing Form #16 for Recep^ 
tionist/Timekeeper (school, grade, and area) and filing this 
form in the employee's folder. He must transpose the attend- 
ance from Form #17 to individual school attendance reports, 
#39, and address envelopes to the feeder schools. 
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PRQJECT DECIDE 
Interview Sheet 
Form #1 



NAME 



Grade / 



Home School 



/ 



Time (period) 



Sex 



A.M. 



P.M. 



PERS/ONAL INFORMATIOM 
. Home Tel. 



Date of Bi rth 

(month), (date) (year) 
Home Address ' Mother's Name 



_^ather's Name 



CLASS RELATED INFORMATION 
Things you like to do (hobbies/interests: : 



. I. 
2. 



1 



What subjects you enjoy taking in school: 



I, 



3. 



2. J 4. 

Have you ever worked? Yes-no 

Did you get paid? Yes-no 

Did you like the job? Yes-no 
What kind of work? 



Circle the area that you have selected: 



Food Service 



Business 



Graphics 



Household Skills 

Wood Production Agriculture Personal Appearance 



los 



J 









SIMPKINS, David C. 






-School 


Sex 


Grade 


DCC 


M 


8 








r 






Area; W.P. - Jan. II 






B - Mar. 1 













INDIVIDUAL TIMEKEEPER'S REPORT 



NAME 



DATE 



(monfh) 



(date) 



Tday) 



Form Number 16 
PERIOD A.M. 



P. M. 



SGHOOL 



GRADE 



Timekeeper's Signa^ure 



AREA 



Personnel Clerk's Slgnahire 



-5 



SCHOOL ATTEHOl^G RfiPOKT FORM NUMBER 3y 

CJMSR ttPLORATIOW X PEKIOD A H 
MUiSetK/T CARtCH CENIXR — j>. h. 

SCHOOL 











> 






































































, 




























f . 


* 




















s/ 


JMA TIMES 



/ - 

■ Hi 



RKCKPTlOtllST/TIMEKElilPtJR 



Employees; one or two 



Forms; . E^.'^j^ament : 

•#16-Individual Attendance ? \Ee Cabinet/Box 

Report 7\-sJc/Chair 
#17-Total Attendance Report 
#25-A/ B/ and C-Sign-In Shee*35 
# 4 8-Instruct ion/Checklist 

Attendance Cards-Index Car'^: 



The Receptionist/timekeeper is in charge of having all em- 
ployees sign in each ^y. An alpfarabetical attendance card 
system lists each sturont. After Jmcoming employees have 
signed in, the R/T removes the caisis for each employee who 
has signed in (people here) The onards remaining are for 
absent employees. The R/T then records the names of absent 
employees on Form #17, then checkB with each instructor on 
the absent employees in each area— this is a means of 
• double -check. ' The R/T then prepares Form #16 with name, 
date, and period and gives Form #16 to Personnel. Personnel 
completes the information -and returns Form #16 to R/T. The 
R/T then prepares two copies of Form #17 and gives one copy 
to Personnel and one copy to the Director. Forms #16 are 
returned to Personnel. 

The R/T is responsible for meeting and greeting visitors and 
answering the telephone. 
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Example of Attendance Card Ux5 card) 



SIMPKINS /David C. 



i 



- * » 

INDIVIDUAL TIMEKEEPER'S REPORT 


Form Number 16 


NAME 


PERIOD a:m. p.m. 


DATE 

(monfh) (date) (day) 




SCHOOL GRADE 


mEA 


J 

timekeeper's Signature 


Personnel Clerk's Slgnahire 


■.113 ■ 



PATE _ 

(month) (data) (aay) vmsotit 



CnECKED' 
ON • 3 9 


STODKNT'S NAME 


SCilOOL 




AR£A 


































• 










c 




















• - - . .„ _ 










































































■ . 

1 

































































tIKEKEBPER'S SIGNATURE 



PBRSCWBL — has thi« bean chocked on I 35 



P.M. 



1 



SI^ m SH£B» 
Ti w i c i ikia aper S4gnature : 



FORM 25Hft 
Datre 



(mtcia.) (day) 1 year ) 
Period »^.M. P.M. 



Xoftst Name 



1 



11^ 
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TIMEKEEPER'S CHECKLIST FORM NUMBER 4ffi 

1. Have people sign in* 

step one completed 

2. . Chock people that are here and place cards m omm pile. 

step two completed I | 

3. The. cards left in the file are the paop^# <9M vrb 9^ 
sent. Place them in one pile and wriivii^ ^u^^ 

step three completed . ^ 

Pill out Form #17 — name. only at thi# fwnes c«£ a^ctti 
person absent. 

step four completed ri 

5. Go to each teacher and check accurac , &t your list 

( #17) in eaqh area — with the teacheiL's list of ^tudewfcs 
absent. 

step five completed LJ 

6. Fill out Form #16 for each person absent — name^ date, 
period. 

step six completed} | 

7. Give Form #16 to Personnel 

Step six completed I | 

8. File all the cards (attendance cards) . 

step eight completed| | 

9. Get Form #16 back from Personnel — complete TWO copies 
of Form #17 (Total Attendance Report ) . 

step nine completed] j 

10. Give one copy of Form #17 to personnel and one copy to 
Mr. Farinella. (Signed— Dated??) 

step ten completedj^ 

11. Clean-up area r file all papers. 

step eleven completed | — | 

12. Work oh a PRACTICE SET if you have extra time. 

step twelve completed j j 

13. Get one copy each of Form 25-A; 25-B; and 25-C. Date 
^ each ^rm, and place on Receptionist/Timekeeper desk 

for next period. 

step thirteen completed | \ 



DATE: ' " . SIGNATURE 

(Month) (Date) (Day) 



CASHIER — A.M. 



Forms: ^^S^u^lMmti 

1. #13-Lunch Order Ftm . ^isSk. Wok 
#13/A-Pick-up Fom^ ^^^^m^ ^ii^^mjtm^ 

2. #33-Order List 'T^a^ays 

3. #45/A-Ca8hier Che:*ti^;-st fSaesk/Gtiaiisr 

4. -De livery Form j^arbon Rg f ne r 
COD Slips ^aaaps/Paa 

Position One: The worker at: positioir I. Is responssible f(Vf 
seeing that lunch order forms (#13) .ons available. Also, 
position 1 tells the customers i/rt^at msts^leSjle &m: sale 
and any other necessary in£oxma±:iO!h. mm&.icxn 1 haai^^: the 
limits of food availably and checka^Sitf ^^^^ cx^eir^ His 
responsibility is to see tb^t baslnmR dil»s not ovifeBsiellu. 
After processing a lunch oi^r, %e ga^es it to pQ90S£M^ 
number 2. 

c 

Position Two: The workeeS at ifiosltiate 2 ±b xiMspoaasSaale for 
double checking to see tbat me^. do WEt ov^E^elDL^ Utt employee 
works closely with posit±on 1 on <ffintxol. PcEsitiom 2 noti- 
fies the kitchen at 10t30 anci again at: Lli05 ^vith tally 
sheet (#33) of orders procesaed, aand i2£ dielivsery oar pick-up. 
Position 2 also checks ipxck-u^ sl±p8 fen: aeccuracy. 

Position Three: This worker is in charge cof accepting « all 
money, making change, etc. Hle;per£orsas a cash coant and taller 
.immediately every day. Aftesc checkdng the accuracy of the 
cash box at the beginmLng of±the work daEy, Position 3 noti- 
fies the cashiering li^me thaittr orders may be processed. 

This worker receives mooxey for any tjjnpe of order, makes 
necessary change, and Jceeps a running total on am. adding 
machine tape. At 11:15 the employee must maloe out the COD 
cash box. When the cashiering line closes^ at 11:00 position 

3 totals the cash receipts tape (adding machine), counts the 
money and prepares a cash recseipts form« He also notes if 
the cash tally is over or shxsurt and how much so. He leaves 
all necessary information in !ijhe cash box for the afternoon 
worker to use in preparing c£UlX::xeports« 

Position Four: Employe^ 4 ^oIElects ordea» from the teacher's 
lounge and gives them to pousitdon 1 for jupocessing* Employee 

4 is responsible for stampiing jany type oC order that is paid 
for and separating the ordeprs dimto pick^-^^m^ or delivery boxes . 
For delivery he must prepazre ai^^^ delivery ribrm (#14), and plaoae 
a COD slip with it if the order is COD* ^e tcdces the orders 
to the kitchen at 10:30 and lis 05. 
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%ORH NiJf^R 13 




SPBeXM. XRSTXOCrZOMi 



ERIC . , 



DELIVERY ORDERS 
NAME 



ITEMS 



Form Number 14 

DATE 



(month) (date) (day) 



DELIVER TO • , ' 

(signature checker — Post. ' 4) 

Amount Due $$$ 



DELIVERY ORDER Form Number 14 

m 

NAME DAT E 

(month) (date) (day) 

ITEMS 



DELIVER TO 



AMOUNT DUE $$ 



(signature — checker ' 4) 



DELIVERY ORDER 
NAME 



ITEMS 



Form Number 14 



DATE 



(month) (date) (day) 



DELIVER TO 



AMOUNT DUE $$ 



(signature: checker ' 4) 
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s 


^ 1 
H a 

d u 

U H 

Q ^ 


Q D 
> 1 

H ^ 
J U 
Id H 

Q . (U, 


"S 6 

> 1 

H ^ 
M H 

0 n 


DELIVER 
PICK-UP 


H « 
0 

M H 
Q 0* 


s ■? 

H X 
•J U 
W H 
Q 0. 


M 5 
> 1 

M * 

J 0 
U H 


& ^ 

H X 
J CJ 
W H 


iUMBURGER 


SUBKARINE 


TUNA FISH 


EGG SAUD 


DRINKS 


MILK 
SHAKES 


SLENDERIZER 


HOT SOUP 


CHEF SALAD 




i 










• 


































































































































































































































































































ACCADTrn 


CA 


KE 


HAH C^CHEESE 






































































































> 






































































































































1 
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SPECIAL 
INSTRUCTIONS 



A. VANim 



B. CHOCOLATE 



ORbER LIST FORM NUMBER 33 DATE_ 



(month) 

Thi* IS lOJ3o Ta». ^ 



SIGNATURE 



(date) - (day) 



/ 
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CASHIER CHECKLIST-A.M. Porm Number 45-A 

1 . Count your money > • • • Amount $_ 

2. Prepare cash box £or High School selling: 
Place in COD box. 

1.0 Nickels 05 $ .50 

5 Dimes ....2 0 50 

8 Quarters. ....... .25 2.00 

7 Dollars 1.00 7.00 

Total $10.00 
Stop 3 completed 

3. Close at 11:00. Total adding machine tape. TOTAL $ 
D<^e and sign tape. Place In cash box. 

Step 3 completed 

4. Cojunt your money Amount $ 

Step 4 completed 

5. Step 1 plus (add) Step 3 should equal 
Step 4. 

Write the difference here DIFFERENCE $ 

Circle short or over. 

6. Count money into COD (cash on 4elivery) 
box for lunch time sales. SAME AMOONT 
AS STEP 2. . 

Step 6 completed 

Keep a record (below) of all PICK-DP & PAY and COD 
Mark off when they pay..... 

PICK-UP & PAY (Name & Amount) COD (Name & Amount) 



SIGNATURE J DATE 

(Month) (Date) (Day) 



Leave this forro^'in the cA'sh box. 



12: 



CASHIER-P«M. 
Forms: 

#45-B -Cashier Check List 
#61-Currency Tally Sheet 
#36-Wee}cly Cash Report 



Eiqployeest one 

Equipment: 
Cash Box 
Adding Hachine 
DMk/Chalr 



Ihis employee is in charge of ouiking complete cash reports 
on all ntoney received during the entire work day. 

•^e counts the money in the COD cash J>ox and records the 
profit; then prepares a cash box for the morning Cashier 
using the information provided on chock sheet (#45-B) . The* 
next step is to count the AoMo and P.M. snack ^raaUc aoney 
and record. The Cashier then recorxts the totals of the A.M. 
Lunch, P.M. adding machine tapes, a)X>*S, and snaok breaks to 
get the total of the money that should have been received 
today. Be/she counts the money emd ilUs out fora #61. 
Be/she makes a comparison of actual Aionay on hand/recorded 
Call tallies as well as the checker *o form #35). A s hort or 
Over tally is prepared and transactions are recorded~on — 
form #36 and in the Cash Receipts Li:.!ger Book. All papers 
are filed in the Cashier file. 
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CASHIER-CHECK LIST 
Project Decide 



P.M. 



NAME 



DATE 



F(jpi NUMBER 



(month) (date) (day) 



1. Get the forms you need for your area: ^ ^ 

A. Weekly Cash Report (#35)— begin this form on Monday and continue to use 

the same one throughout the week. 

B. Individual Cash Report (#61)~need a new one each day. 

C. Envelope 

Step 1 coippleted 

2. Write your name and today's date on ALL papers. 
Step 2 completed [ ^ 

3. Count money in COD (cash on delivery) box. Write this amount. 

AMOUNT $ 

Subtract . $ 10>00 

Difference = COD profit for today 

Step 3 completed ^ ^ 

4. Put all money into COD cish box. 
Step 4 completed ^ | 

5. Count out $20.10 to leave in the cash box for change. This is necessary so the 
morning cashier will have change when he/she sells. LEAVE in the .regular cash 
box: 




10 Pennies 00.10 

40 Nickles 02.00 

40 I?imes 04.00 

16 'Quarters 04.00 



10 Ones (bills). 3>>- 10. 00 

TOTAL $20.10 ^ 



Record of Afternoon Cash Receipts 
Name Item . Amount 



Step 5 completed 
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Page 2 CASHIER CHECK LIST 
FORM NUMBER U5-B 



NAME 



DATE 



(month) (date) (day) 



6. 



7. 




10, 



Count A.M. and P.M. snack break money and record in Steps 7-D fc E. Place^j^ 
this money with today's cash receipts. Ji^ 

Step 6 completed [ } 

What money is shown on the receipts for today? 

A. Morning Adding Machine Tape 

B. Lunch Adding Machine Tape 

C. COD'S (from Page one) 

D. A.M. Snack Break.. 

E. P.M. Snack Break ; 

F. Afternoon Adding Machine Tape 

(Money P.M. Cashier receives) 

G. Other 

TOTAL \ (A) 

Step 7 completed y j 

Count your money and fill out Form #61 

Write amount here (B) 

What is the difference between A and B? 

This is the amount^ou are SHORT or OVER 

COD'S FOR TODAY (Not Paid) $ 

Step 8 completed ^ ^ 

Record amount from Form #35. . ( 0^' 

What is the difference between C and B 

• z^-^ 

Step 9 completed ^ /^^^^^ 

Place money '.in envelope with completed Form #61. Write on envelope; | • 

A. Signature V^'^^lr O 

B. Date ^^^^^^^ 
C-., Amount ^^^^"'^ 

Give the envelope to a teacher — enter date and amount of cash received for 

deposit today in ledger (located in desk drawer)* • 

Step 10 completed y \^ 
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INDIVIDUAL CASH REPORT FORM MDNBBR 61 

AREA DATE - 

(Month) (Date) (Day) 

CORRENCY NOMBER VALDE 

$20.00 $ 

$10.00 $ 

$ 5.00 w $ 

$ 2.00 _____ $ 

$ 1.00 $ 

$ .50 $ 

$ .25 . $_ 

$ .10 $ 

$ .05 $ 

$ .01... $ 

SUBTOTAL t 

ROLLS 

Quarters $ 

Dimes $ 

Nickels $ 

Pennies $ 

SUBTOTAL $ 

NAME 

CHECKS; ; $ 

CHECKS ; ._ J $ 

CHECKS J__ I : $ ' 

GRAND TOTAL $_ 

SIGNATURE: '""'v- ■ - . 

AMOUNT FOR STOCK : $ . l^t . 




DLCIDr 




DATLS : Frori 



Day/Date 
DatG 



Total Cash Received 
$ 



lignatur*; 



1. 

2. 



TUESDAY 
Date 



WEDNESDAY 
Date 



THURSDAY 
Date 



1. 

2, 



FRIDAY 
Date . 



TOTAL CASH 

FOR i-mmi 




CASHIER - P.M.- CHECKER Employees: one 

^. ^ 1. . Equipment: 

^^^^ Adding Machine 

Desk/Chair 

#35-Cash Receipts 



The employee, cashier checker, collects the cancelled food order 
forms from Food Service and tallies and totals them on form #33. 
He then checks with the Pood Service Manager on accuracy of totals 
He lists all transactions (memos, wineracks, etc.) on form #35 
(triplicate) which includes item, price, number sold and total. 
He uses the calculator to compute this information. As a double 
check another employee totals food order forms. The information 
for the memos, wineracks, etc. is obtained form the employed at 
the^order desk. The Cashier Checker distributes copies of #35 to 
Food Service, Accounting, and files one in the Cashier file. He 
works. closely with the other P.M. Cashier inexchanging information. 
He prepares forma for the morning cashier and files the completed 



CH£rKER-P,M, ' CHECK LIST 



FORM number' 



You'll need U copies of Torm #33 
3 copies of Torn #35 
carbon sheets 

!• Collect LiLch Order forms from kitchen, (blue tray and cranpe tray) 
Step 1 completed 

2. Enter food oi-ders on ORDER LIST (#33), Total each item— taKe to 
kitchen and check with Food Service Manager for accuracy of to'tais. 

Step 2 completed 

3. Complete 3 copies (carbons) of cash receipts form (#35). 
Be sure to include these items: 

EACH FOOD ITEM 

Snack Break-.A.M."^, from Cashier 
Snack Break — P.M. J 

Special Orders from List any item or items that were 

Personal Appearance]) folders sold today 

Pillows — Qpd itjOTiey was received. 

Macrame 

Memos j . ^ 

Wineracks (- from order desk 

Trivets ) li^^J S S 

Si^ns / TOTAL OF #35 j 

Plants ^' ' 

Do not completed until 1:30. 

Add — Check— Let Business Manager (teacher) check. 
File one in Cashier Drawer, one to kitchen^ and one to Account ihg. 
Step 3 completed 

u. Total Lunch Orders. Have someone else total for a double chc^ck. 

Staple adding tape with orders and file in cashier drawer, 

Step U completed Totaiv Lunch Orders 

b. Give total from Step 3 to Cashier. ' 

Step b comifloted 

6. Make order list for tomorrow ( 3 order lists (ii3Z\ 2 carbon sheets) 

Step 0 completed 

7, File today's papers in Cashier Drawer. 

Step 7 complete d 

8. Clean up your area. Step 8 completed 

9, Date; sign, and file this check sheet, ((^shier Drawer) 

Step 9 completed 





SIGNATURE_ ^ . . DATE _ ^ 

(month) (3a?eT Hay) 
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DELIVER 
PICK-UP 


DELIVER 
PICK-UP 


DELIVER 
PICK-UP 


DELIVER 
PICK-UP 


LI ID 

> J. 

H ^ 

u a 

U H 


DELIVER 
PICK-UP 


DELIVER 
PICK-UP 


0: a 

U D 
> 1 

H ^ 

J 0 
« H 


DELIVER 
PICK-UP 


SPECIAL 
INSTRUCTIONS 


HAHBURGER 


SUBNARIHE 


TUKAFISH 


EGG SALAD 


DRINKS 


HILK 
SHAKES 


5LENDERIZER 


HOT SOUP 


CHEF 


SALAD 


A, VANILLA 

B. CHOCOLATE 
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ORDER LIST FORK NUMBER 33 DATE SIGHAT'JPE^ 

(month) (date) (day) 

Tl)i5 1$ Tal\yi 
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CASH RECEIPTS 



$§§§§§§$ . 



FORM NUMBER 35 



TRANSACTIONS 

• 


PRICE 


NO. SOLD 


TOTAL 
















- 












































• 



































— m 


- 










h • 




* 













































Gr&nd TfttialS 



SIGNATURE 



DATE: 



(month) (day) 



(year) 



ERIC 
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ACCOUNTING 



Employees: one 



Porms: 



#35 Cash Receipts 

#41 Weekly Tally Sheet 



Equipment: 

Adding Machine 
Storage Area 
Desk/Chair 



The Accountant keeps records of all transactions involving 
sales of merchandise in Project DECIDE. The information is 
obtained from the Cash Receipts Form (#35) on a daily basis. 
Form #35 (prepared by the P.M. Cashier Checker) lists each 
item# price, number sold and totals. The Accountant records 
this information on the Weekly Tally Sheet (#41). There is 
a separate folder for each item sold. At the end of the 
week the Accountant totals Form 41 and prepares a monthly 
tally from the totals. 
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VEEKLT TALLY SHEET 

ITEMS Mu<y.bt^i<rg^<.f 

PRICE PER UNIT: $ ^ S'O 




FORM Mn^Elt HI 




PRONl Q ATE >5' 

TOj tftWH JteC DATE 9 



GRAND TCyTAL. 
TOTAL SOLD FOR WEEK 



TOTAL AMOUNT OF MONEY RECEIVED $ 
SIGNATURES 




DAY OF WEEK 


NUMBER. SOLO 


$ TOTAi:. $ 


COMUJITS 


HOflDAY 6 








tuesdat ^ 








WEOHESDAY ^ 




• 




THURSDAY ^ 








FRIDAY ? 

(date) , 
— 4 









DATE PREPARBD 
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TYPING 



Employees: one to four 



Forms : 
None 



Equipment: 
Typewriter 
Desk/Chair 



If employees have typing skills then this is emphasized and 
utilized; however, if they have had no formal training, they 
use the typewriters as an exploratory technique. This gives 
the employees a chance to evaluate if hv*/she would have in- 
terest in a regular typing course at a later date. 
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ADDIKG 



Employees : two 



Forms: 



#18 Instruction Sheet 



Equipment : 

Adding Hachine 
Controlled Reader 
Desk/Chair 



The en^loyees work to develop and reinforce touch skill on 
the ten«-ikey adding machines « They use a worksheet which 
utilizes the teh«key adding machine workbook and a control* 
led reader. The employees use the adding machines to check 
tallies (weekly and monthly) and check food orders. They 
also use adding machines at some of the other work stations. 
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A00ZH6 MMiSXttt FORM 
NAMBt 



Leseon 1: 



P2WD0D: A.M. P.M. 



A. Do pages 5 & 6 - each pxttblam 2 tinea 

1. Page 5 conq^leted <all probl^iu) 

2. Page 6 completed (all problami) 



B. 7ilrii Strip 16k-1 

1. SPEED - 20 ^ 

6 problcjns out of 7 correct 

•2. dPEBD - 30 

5 prbblinas out of 7 oorxaot 

3.. SPEED > 40 

5 prbl>l«icas but of 7 correct 



Lesson 2 



a 

A. Do pages 7 & 8 - each problem 2 times 

1. Page 7 cc»ipleted (all problems) 

2. Pago d completed (all problems) 

B. Film Strip lOK-2 

1. SPEED ;t 20 r-H ^ 

5 problems out of 6 correct \_l 



2. SPEED - 30 •- • 
5 problems out, of 6 correct [^J 

3, SPEED 5^ 40 

5 prpbleios out of 6 correct | -^j 

Lesson 3: A. Do pages 9 & 10 - each problem 2 tlni^s 
!• Page 9 completed (all problems) ' 
2. -Page 10 completed (all problems) 



B. , Film Strip lOk-3 

' 1* SPEED - 20 

5 problems out of 6 correct 

2. SPEED -30 • * 

5 problems out of 6 correct 

3. SPEED 40 , 

5 problems but of 6 correct 



a 
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WEEKLY TALLY SHEET 
ITEM: Mai^\.biA.^ 



FORK NUMBER HI 




PRICE PER UNIT: $ 



PROIIi «&»T t JbC H ATE ^^•^ 
TO) iftMTII (|l€C IM(TE 




DAY or WEEK 


ltufl0£R .SOLD 


$ TOTAJ. $ 


COMMENTS 


MONDAY 








TUESDAY 6 
(date) 








WEDMiSSDAY 7 

<4ate') 








THURSDAY ? 

Tdate^ 


• 






FRIDAY f 
(date) 









GRAND TOTAL, 
TOTAL SOLD FOR WEEK 



.$ 



TOTAL AMOUNT OF MONEY PJICEIVED $ 
SIGNATURES 



DATE PREPARED 






ERIC 
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MONTHLY TALLY SHEET 



ITEM: 
TOTAL; 



MONTH 


NUMBER SOLD 


$ TOTAL 


COMMENTS 


WEEK 1 








WEEK 2 








WEEK 3 








WEEK H 








WEEK 5 









GRAND TOTAL $• 



TOTAL SOLD FOR MONTH . . . ■ 

TOTAL AMOUNT OF MON^Y RECEIVED $ ' . ' 

S ICNATU RES . DATE PREPA RED" 
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BREAK CASHIER 



Employees : one or two 



ERIC 



Forms: Equipment: 
#32 Break Cashier Tally Cash Box 

- Desk/Chair 



The duties of the Break Cashier are: to keep an accurate 
account of all monies t£Ucen in for food items sold during 
the one-hour break. (The break is made up of ten-minute 
intervals to accommodate eiriployees from the various areas.) 
The position ir\volves counting the money ten minutes before 
the start of the break to ascertain that the correct amount 
of money ($10.25) was left in the cash box by the previous 
Cashier. 

During the actual sale of food, the Cashier accepts money, 
makes change and records the items sold. After the breeUc 
the money is counted, leaving the original $10.25 in the 
cash box. The balance is placed in an envelope. The Break 
Cashier records on the envelope the cunount of money in 
envelope, his/her name, PM/AM session, and the current date. 
The student audits the paperwork and compares his/ her 
records with the money received* 
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Sell Sdihbetbin^ ' 



BUSINESS FORMS /DUPLICATING 



Employees: one 



Forms : 

#4-Ditto Request 



Equipment: 

Ditto Machine 
•File Cabinet 
Desk/Chair 



This employee is responsible for handling out all business 
forms. He also must check the supply of each form and 
reproduce the forms that are low in stock. He is trained 
the first day on the job in the operation of *^tlie ditto 
duplicating machine and is re8ponsib3.e for processing 
dittos from the high school area. 



4 



I 
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DITTO REQUEST 



I^ORM N 



UMBER 4 (four) 



NAME 



DATE 



(month) 



(date) 



(day) 



Time submitted: 



Time neecfcd: 



Description of Form (number-title) 

Number of Copies Needed 

Pick-up in Graphics 

Deliver to Business Area 



^ Comments*?i6f'^pA4ial Instructions: 



Business lns^.ructions: Take a copy of this form Ct) to the Graphics ^rea with the 

ditto to be run. 
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PRACTICE SETS Employees: One to Ten 

Forms : Equipment : 

#19-Practice Set Record Adding Machine • 

Pocket Calculator 
File Boxes 
Calendar 
Play Money 

The practice sets were developed to provide some background 
understanding of the activities in business. At present we 
have 14 practice fets developed for Project Decide and are 
utilizing four from the packaged program of Project discovery . 

Each PS was developed to correspond with, some aspect of a 
work; station. For example the numerical filing set corre- 
sponds with the practical application /bf numerical: filing 
utilized at the Business Forms work station* 

The PS check list (19) is kept in the employee's personnel 
folder. Each tine an employee completes a practice set, 
he/she will have the personnel employee pull his /her 
folder and an instructor initial the set completed. 

The PjS provide excellent input into the assessment and 
recognition of a student's strengths and weaknesses. 

. The PS are constructed so that all students can escperience . 
a level of success.; Naturally, for a strong student they 
serve as an additional means of exploration. For a weaker 
student they not only serve as a meaas of exploration but 
also as a learning task. 
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PRACTICE SET RECORD (keep in your 

1. DICTIONARY: DATE 

2. MONEY: ' DATE 

3. INVENTORY: DATE 

. 4 . STUDENT DATE 
FOLDER 

5. CALENDAR: DATE: 

6 . CALCULATOR : DATE i 
• 7. TIME: DATE I 



FORM NUMBER 19 
personnel folder) 

TEACHER'S INITIALS 

TEACHER'S INITIALS 

TEACHER'S INITIALS 

TEACHER'S »IITIALS 



(reading a clock) 

8. MATH SHEET: DATE: 

9. ACCOUNTING: DATE: 

10. STOCK DATE: 
CONTROL: 

11. FILING I: DATE: 

(simple alphabetical filing) 

12. FILING II: DATE: 

13. FILING III: DATE: 

14. FILING IV: DATE: 



(numerical number filing) 



TEACHER'S INITIALS 
TEACHER'S INITIALS 
TEACHER'S INITIALS 

TEACHER'S INITIALS 
TEACHER'S INITIALS 
TEACHER'S INITIALS 

TEACHER'S INITIALS 

TEACHER'S INITIALS 
TEACHER'S INITIALS 
TEACHER'S INITIALS 
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DICTioy^AAy lASL 

2. Coicu*.«cox 

Curroncy 

\ 

^ 8 % IiWontory 

_ 9 . Mental 



.'A 



12 . Kouap •;. i\^ni a t 

V 

13. Requ<>Nt 

15. Trans it»r • 



DATE 



E. 



H. 



J. 
I.- 



DIRECriONS: Us* th« 

dlcttonan' to lock up 

the vordo, then placo thts A. 

coi-recrt definition 

letter n&xt tt> the 

word (inatchin^) K . 

WiBii oompletr^d have the 

inBtrixctor ch«clc this 

on the Practice Taak o. 

Record in youc personnel 

folder. 



Afi office eicployee whc receives oallers. 

qisieB li» formation , etc- 

A kiwf.^-.^leco, anyone who keeps eccouut 
oi' hooira vor.iceci by e/oployeee. 

A per son in cheirge oi! the cash transaction 
of a X^ank or business or store. 

One's work; occupation? prbfieesiou 

2. iiqhtul concern or responsibility - 

An lte)aized list o£ goods « property , etc. 
as of 6 business r often pr^^ed annually. 

One whose work is to inspect or keep 
af^gpunta or records. 

jMx &sV:ia§r for something. 

To obtain for money; buy 
2. to buy 

A clfitalldd list of the foods sesved 
at a meal; bill of fare. 

2. tho lAoney in circulation. 

To v>l^cv. or entrust, as for 

saio-??aepir.q as to deposit money i» a bank. 

Pcsrsona entjaoyed in any worJc# enterprise ' 
service, etc. of or in charge of personnel 
keepiji^g records on eoqployees. 

To convey, carry, send, etc. from one 
person or place to another 

A person who calculates, 2. & machine for 
doing rapid addition, substraction, 
nultiplication, and, division. 

A person who buys, esp. one who hvTjfo^ or 
patronises, an establishment regvjilarly. 
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' (nv-)n..ii (date) 



i 22 3 , i2S .% 33.75 

? 5*> iSft 10,00 

"7 ^2 225 11.25 

9 39 100 12.00 

1 59 173 50.00 

9 7'^ 140 17.75 

* i5 225 X6.85 

3S irg 28.90 

7 55 165 35.45 

9 ••7 565 62.65 

4 "J^*' 815 75.75 

3 75 456 20.00 

i 25 123 10.00 



$ Ifl.Oto «. 5 v. Jt 17.95 

•5.00 - - -1.1. 9S 



^ S5.?5 9. 4 X 2 • 

-v- 5.ao JO. 12 X 12 » 

•• 4. ye 



11. $ 2. SO X 5 » 

12. S .75 K 3 « 



I 'J 10 7 2 ' ^ 
14 i Ic? t 



13 $ ,25 X 4 
16. s ,50 X 16 a 



17. $ .75 X 18 

1ft- $ .40 X 9 ' 

19. $ .35 X 5 « 

20. $ ,40 X 15 
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CAI.BNDK11 PHhari'lCH AtT PERiOD A.M. P.M* 

nKKi^ ; ly'^'TE ' 

1. \C'Ui. li\ L-t'ndny m 197 3 i.G in ^ • - • 

(iiionth) ] (date! (dayJ 

2. net r iny moni;h3 \n a yearV ^____„ 

3. Octob'ir IX in lif7a i.s a ^ 

(Hay? 

4- , l)ecer»vber 20, in .1978 i.3 a 

(day) " 

5. Majrcb 18 in I'j'^n ia & ' • 

• TUJSy) ^ 

6. OToly iO in 1978 is o ■ 

(day) 

7. ?•>>€ next sc>iool holiday is 

(month) (date) <! (day) 

8- 5prii;9' Vacation 'j9V8 ia fioxA TO 

^montE) (date) (day^ 

9. June hec how nt^jwy days? 

XO, aecenrbex has how many days? 

li- February has hov many days? 

SPELI. IN OKDSR THE DAYS SPELL IN ORDER THE MONTHS OF 

OF Tll£ WKEK (completely) THB YEAR (spell completely) 



1. 1,_ 

2. 2. 

3. ^ 3. 9._ 

4. 4. 1 0. 

5 . V 5 . 1 1 ., 

6. ^ 6. 12 . 

7. 
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CASH TRANSACTIONS 



Directions: Work out these problems, using PROJECT DECIDERS 
lunch order form. (The change they get back) 



1. 2 Hamburgers ^ $^ 
2 Hot Chocolates $^ 
Change from $5.00 

2. 2 Hot Soups 

1 Kool Aid $^ 

Change from $1.00 $ 



3» 3 Submarines $^ 

3 Milk Shakes $^ 

Change from $5.00 $^ 

4« 3 Chef Salads 
2 Hot Soups 

Change from $20.00 $ 



7. 



8. 



1 Hamburger $ 
1 Milk Shake $, 
Change from $1.00 $ 



4 Tuna Fish 
Sandwiches 

2 Slices of Cake 

Change from $10.00 

2 '"Slenderizers" 

2 Teas 

2 Snack Sacks 

(.25^ each) 

Change from $5«00 



6. 6 Ham & Cheese 

Sandwiches $^ 

Change from $10.00 $ 



$. 
$. 

$1 
$, 

$. 

$. 
$ 



Signature 
Period 



Date 



(month) (date) (day) 



14S 
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CASH TRANSACTIONS 
SAVING MONEY AT SNACK BREAK SALES 



sheet B 



Directions : 



Subtract the sale price of the item from the 
regular price to find how much you can save 
at a sale. Write your ans%rer in the column 
at the right. 



IT^ 


REGULAR PRICE 


SALE PRICE 


ran SAVE 




$ .05 each 




S 






* .30 .<L, 


$ 2.00 


$ 










$ .20 a 
shake 


4 shakes 
for $ .70 


$ 


7- * ^ 


• . - 

$ .05 >sach 


6 fo^ $ r25 


$ 



SIGNATURE, 
^ Period 



DATE 



(month) 

A 



el fdayf 
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CASH TRANSACTIONS ^ 
Buying Project DECIDE Items Sheet C 

Below is a list of various items that Mary and Bill could buy. 
Figure out the cost for each of the items and find a total for 
the whole list. 



Number 


Item 


Unit Cost ' 


Totals^ Cost 


' 2 




9 • 3U 




X 






? n 


4 


Trivets 


$1.00 


$ 


2 


Medium Pillows 


$2.50 


, $ 


5 


Octopuses 


$2.00 


$ 


4 


Macrcune Owls 


$4.00 


$ 


6 


Hair Shampoos 


%: .15 




2 


Manicure 


$ .10 


$ 


' 230 
sheets 


Memo Sheet/Pad 


$ .02 


$ 


150 

sheets 


Stationery 


$ .02 . 


$ 



Total $ 



Signature ^ Date 

(month) * (date) (day) 



^PITAL FUND (STOCK) CLERK Employee: one 

ror»s: S Equipment: 

#3-CF Clerk Checklist Cash Box 

#2-Daily Stock Computation Chart Ledger Paper 

#61-Currency .Cash Report Stcunp Pad 

Stock Redemption Coupon Storage Area 
Stock Certificate 

The Capital Fund Clerk is-^ responsible for accepting and 
recording the Stock Redemption Coupon from the individual 
employees. The CFC issues a 'Stock Certificate' for each 
Stock Redemption Coupon received. Ke/she keeps records of 
who turAs in Stock Certificates, money value redeemed for, 
date, and employee's work ar^a. The CFC also keeps records 
of the nufnber of Stock Certificates outstanding,^ contputes 
the cunountr of money to be deposited in' the stock fund dailjj, 
and figures the daily current share value of thm stock. 

The CFC counts the money immediately upon arrival at his/her 
work station and again at the end of the work period, (form 
#61). 

When an employee receives a Stock Certificate, he/she may 
keep it in his/her personnel folder and redeem it .at a later 
date and hopefully, at a higher rate. 
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CAPXTAi. FOND CLEi:x -CHECK LIST Pora Ntmbar 3 

NA^IE ' DATE 

> . ^ ^ o ■ {month) (date) (day) 

Get forma: p 2 * j' 

i 61 

1. Count Money — there should be a cmrrency sheet {961) in the 
cash box — just check to see if it is correct. 

TOTAL AHOONT OP HONBY $ 



ERIC 



2. Count the number of OOTSTANDING STOCK CERTIPICaTES In Ledger. 

ODTSTAMDING STOCK: Stock that has been 
issued but not redemed for Bxmey. 

TOTAL NOMBBR OF OlITS!eAli|)XllG STOCK 



Go to each area and get the nundber 6f STOCK C0UPCM8 they 
will issue today (A.Mb & P„Mo) 



o o « <» o 



Business ^ o r> , . Wood Product;! 

Pood Serviceoo Household Skilia 

Graphics ..oo^n^ Kor ticultura « 

Personal App.. 

TOTAL NOiiBER OP STOCK TO 

ISSUED o oeoe troeoooeooevo 

Fill out form # 2. Add this Amount of looney to cash 
already in cash box- 

Stock amount from form « 2..,.,,o.ro«$_ 

Amount from Step f 1 o^or,*,, 



TOTAL AMOUNT QP MONEY FOR TODAY., 



a o o o < 



5. Divide amount of meney (step # 4) by the nunber of. Stock. 
(Steps # 2 plus step 9 3 gives total ntaitoer of 8t0efc) • 

=« Current Share Value . . , , sC SV 

Total Stock) () Total Money <step # 4) — Jto^r P 

SEE BUSINESS MANAGERn „ « . ™ . . , ^ 

6. Write the CURRENT SHARE VALuiJ on the board. 

7. I — Steps to record When an employee 'wishes to RBDCEBM 

a. record the date and period in the date col«bn' 

EXAMPLE— 25 Nov PM ^ 

b. take employee's 'stock redemption coupon* and. print 
his/her n«une in employee name coluion {2nd colunn) 

c. if he/tftho wants money (to redeem) — tinen write the 
value (today's) in the AMOUNT colvunn (3rd dolunn) . 

<J. Wave him/her sign name in SIGNATURE column (4th) 

GIVE HIM/HER THE MONEY 
e. in the area — draw a line to show wjiat area they are 



CAPTTAL FOND CLKRK— PACH 2-^3 NAMB 



7* TI* if the ewployoe wants a stock certificate 

^ a. qet the first certificate from the correct folder 

b. orint neune and the number? stamo the data and 
JfflCIDF offical on certificate 

c. record the date and neune in Caoital Fund. ledcrer 

d. record the certificate number in the co rr ec t led^yer 
coluntn 

e. give eitrolovee the certificate io file in his/her 
r>er9onnel folder 

7. TIT i^ the emolovee brincrs in an OUTPTANOIMH CPW^TCATF 

a. look at date 

b. find date and certificate in ledrrer — no bv name and 
C3rtific«ite nunher 

. c. fill in current value in amount (S) coluj^ and 
ha'^fe him/her sign name 
d. stamn certificate with date and *RRDBR»tRt> POn VAIJJF' 

At clo!«?inrr fill r^y. a ne'^ ^orm * fl — leave in ca^^h box* 

A^^owiT CAPH (end of dav) s • ' " 



Count the number of enolovees that received monev todav* 
TOTAL NUMBER RECETVTNG MONEY 



^ X $ * $ 

(total number receiving mone^^) -X- (current value) (tbtal monev 

cfiven out 
today) 



10. CF^riK! f^tcn * A Amount., c >»oo.u»ofi 

Mr^n«? Sten * «> Amounto.cn**o.o^oS- 

KoaTvii/^acfOtQT^ ^ ^ Amount 

.«5K0^ or O^TKR $ 



GTVF "nrTS FORM TO THE WSTWESS MAWACEJI 
Clean area, locV-un cash box, wrk on a practice set. 

■ ■• ' ■ 

■ ■ . / 
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DAILY STOCK UUiL COMPUTATION CHART 



FORK I 2 



Date__^ f^i'^^D A.M. ^P.H. 

(p.cr.th) (date) (day) 



Step 1: Cash Receipts for the last working day $ {k) 

If not more than $25.00-STOP! 

Get cash receipts frora Form 145-B or Business f^anager 



Step 2: Cash Recdpts (A) minus $25.00- U) 

is the amount over 



- 25.<)0 



Amount Over... = (B) 

Eter §: Take % of amount (B) — - (B) 

^1 is the same as ^ 



J^^= (0 stock Amount... 2 (C) 

Step lit Figure (C) is the amount that goes in the stock 
fund. Record this in the Stock Fund Book S place 

f.Tunt in the Stock Cash Box. < ' 

Step 5: Subtract figure (C) from figure (E) to get (3) 

fiwe (D). '« 

(C) 

(r.) - (C) (D^ " 

rirure (D) is the ariount that is added tc + Car. X Dept.*., C) 

daily deposit in Career Ex. Account. ■ 

Step 6: A'jd figure (D) to $25.00 r - (D) 

Step 7: CKLCK: (C) +^(D) + $25.00 = (A) (C) . , f $25.00 

+ (D) Tctai of Daily :>TP!t...; (E) 

SIGNATRf: + $25.00 = (A) 

. ; _^ 

i 
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•CO 

I DECIDE 



Daisnstadt Enterprises for Career and Individiial Development 



This certifies that 6^62P/^n /-f<Z/Ci -.'^^ ^^the 
of \ share (s) of the Capital Stock of DECIDE, ife^ 

4 

carries with it no voting rights and may be redeemed only at the Dl 
offices in accordance with current redemption regulationB.^ 



owner 




Certificate Namben 



DeddeOffioal 
APR 



o 
o, 

3 
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ORDER DESK Employees:- 1 or 2 

Form #57 Equipment: 
Form #50 Desk/Chairs 

File Cabinet 
Storage Cabinet 

The employee (s) assigned to the order desk is responsible 
for accepting and processing customer orders for the pro- 
ducts of the wood production, graphic arts, horticulture, 
and household skills areas. This employee fills out the 
proper order form, gives a copy to the customer, and sends 
a copy to the proper department for processing. When the 
product is complete, the employee at the order desk noti- 
fies the customer and completes the delivery process. 
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ORDER DESK — CHECKLIST 



FORM NOMBER 57 



WHEN YOU TAKE AN ORDER, FOLLOW THESE STEPS AND CHECK OFF 
BACH . 



STEP 



Place carbons in order forms. 





U 




u 


o 


u 




•o 


o 




u 


'0 


U 


o 




o 


•o 


o 




c 




CO S 


o s 




U 


o » 


1x3 


•H H 




•C H 


b M 


W M 





Number order form (Customer #) 
get customer # from book — next 
« 



3. While the customer is filling 
in order - place their name in 
book 



Check to see order form is com- 
pleted correctly 



5. Take oraer apart — give copy to 
customer, take copy to work 
^area, file cppy xn correct . 
folder in /cabinet 



6. Date and sign their checklist 



?• When you are informed that an 
order is ready — fill out form 
#50 



8. Take form #50 (Your Order is 
Ready) to the person. 



SIGNATURE 



DATE: 



PERIOD 



ORDER FORM 



VACUUM FORM SIGN 



FORM NUMBER 60/A 



NAME 



ADDRESS OR 



PICK-UP 



MAIL 



WORK STATION 



not write in this box 



INSTRUCTIONS: Fill in size blanks with the written material you wish 

to have on your sign. (Please print carefully) I 



Sign size 14" X 20" 
Black White 



Sign Size 14" X 7' 
Black White 



u e 



Sign Size 14" X 10" 
Black White 



ERIC 



Sign Size 10" X 7" 
Black White 



Copy 1: 
Copy 2: 
Copy 3: 



Area 

Business 
Customer 



Completed I. P. 



$ PRICES $ 



14 


X 


20 




.50« 


14 


X 


7 




.20* 


14 


X 


10 




.25« 


10 


X 


7 




.15* 


7 


X 


7 




.10* 



sign Size 7" X 7" 
Black "WtUte 



JOB NUMBER^ 

(Get From Book) 

Completed Business 



ORDER FORM 



PLEASE PRIirr 



FORM NUMBER 60 



NAME 

ADDRESS_ 
oc work area 



DATE 



PICK-UP 



HAIL 



AM 



PM 



Do not write in this box 







NAME OF ITEM 


COLOR-STYLE 
PATTERN-TYPE 


HOW 
MANY 




PRICE 
ONE 


TOTAL 
































Line 


1: 










Line 


2: 












Line 


3: 












Line 


U: 












Line 


5: 













COD (cash on delivery) 



Pernon rcccivinfy order in Business 



TOTAL PRICE 



PAI& IN ADVANCE 



Date Notified^ 



Pape 1: Area Copy 

(where done) 

Pape 2: Ducinesc Copy 

(place in folder) 

Pape 3: Custoiiier Copy 

. (pive to customer) 



(rtbnth) (date) (day) 



THIS ORDER HAS BEEN COMPLETED 
(Paid ^ Picked-up) 



SiCTat ure/Date 
JOB NUMBER 



I get tron^ooTT 



EKLC 
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Your Order is Ready 



Fom Number 50 



Name 

Address 

Date ^ Job No. 

Items 



Amount Due $ A.M. P.M. 

COMMENTS 



Form Number 50 

Your Order is Ready. , 



Name 

Address 



Date Job No. 

ItCTIS 



Amount Due $ A.M. P*M. 



COMMENTS^ 



V 



ERIC 



1G2 

-104- 



FOOD SERVICES 



The purpose of food services program is to provide career exploration opportunities for employees (students) 
in the food services industry, as well as to meet many of the overall objectives of Project DECIDE. The maji DODDS' 
career development objectives addressed by th's unit are those concerned with acquiring useful skills for the world 
of work (motor, match, communication, information processing); those relative to gaining effective work habits 
(planning work, responsibility, initiative, adapting to working conditions, good health and grooming); provid- 
ing opportunitias for demonstrating career capabilities (e.g., participate in a real work situation) and demon- 
strating positive work attitudes and values. 

Employees (students) interact constantly with customers and sometimes work in teams of two persons (allowing 
for peer control) . Personal appearance and cleanliness arc emphasized and stress is put on meeting time schedules. 
Personal responsibility is a focal point of the operation. Employees rapidly acquire pride in the operation, recogni?- 
ing the important of this unit's major contribution to the company's cash ftow. Since everyone gets the opportunity 
to try out the desirable, as well as undesirable jobs, employees learn to adapt, recognizing the importance of every 
job to the whole operation. Sudents train each other in jobs, and a food evaluation team helps to monitor the quality 
of the goods produced. Creativity is encouraged, and employees help to develop nutrition table tents. All employees 
(students) are taught the essentials of good nutrution as part of the process. 

The foDd service department is the largest income producing unit. About 55 employees (students) ofxrate this 
unit. Emphasis is on high quality productivity. There are ten major work stations, each manned by two employees. 
Employees get to try out each station in the cycle. Purchasing of raw materials is done In cooperation with the busi- 
ness unit. Tiie 'Employee of the Week. " unique to this unit, is responsible for the ordering. Each employee gets 
spend about two days in each occupational role. About 85% of the students get the opportunity to be certified in each 
job in the unit. Academics are covered relative to: recipe development, measuring and counting, inventory, menu 
preparation, and ordering. 
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OBJECTIVES OF PROJECT DECIDE (FOOD SERVICES) 



1.0.00 Demonstrate Skills General iy Useful in the World of Work 

1.1.00 Use Basic Numerical Skills 

1 .2.00 Use Basic Communications Skills- 

1.3.00 Use Basic Motor Skills 

1 .1.00 Demonstrate Useful, Information Processing and Decision Making Skills 

1.5.00 Employ Useful Interpersonal Skills 

2.0.00 Practice Effective Work Habits 

2,1.00 Assume Responsibility for Own Behavior 

2,3.00 Use Initiative and Ingenuity to 'Fulfill Responsibilities 

2.1,00 Adapt to Varied Work Conditions 

. 2.5,00 Maintain Good Health and Grooming 

3:0,00 Make Career Decisions 

^.0,00 Demonstrate Improved Career Capabilities 

1:2.00 Participate in a Realistic Work Situation in Home, School, or Community 
1.3,00 Improve Career Program Progress Through Self-Assessment 

5.0.00- Implement Career Plans 

S.ii.OO Demonstratt Positive Attitudes and Values Toward Work ' 

6, 1.00 Recognize the Basis of Various Attitudes Toward Work 

6,2.00 Hold Competence and Excellence :n High Regard 

6.3,00 Seek Personal Fu'fillment Through Own Achievements'. 

6.1,00 Value Conservation of Human and Natural Resources in Accomplisliing '.vock 

6.5.00 Value Work in Terms of Societal and Intercultural Coals 

5.6.00 Demonstrate Commitment to Fair and Equal T.-'eatment of Women and Vinoriiie 
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FO OD SERVICE - BASIC AREAS ' 

I. Food Service is to operate as a professional operation in order to give the students a realistic experience 
of the food service industry as a business* . 

A. Preparation of Food: . 

1. Cold Foods: Sandwiches, salads, shakes. 

i. 

2 . Hot Foods: Sandwiches, main dishes, lo-cal plates, soups and sauces. \ 

3. Desserts: Cakes, pies, cookies, candies. 

. ■ ■ ■' "i 

B. Sanitation and Safety: Sanitation is an imegr^l part of all'food service operations. The employees 
have to be,aware of their personal, hygiene, especially when handling food for the public They . 
have to^e instructed on proper handling, cooking, and storage of food items and equipment. 

pv ' 'C. Ordering and Inventory: • ' ' 

I German grocery orders. 

2. Commissary grocery orders. 

3. Pricing of food items. 
'J. , Inventory of food items . 

5y Inventory of equipment. \ • 
' D. Nutrition and Menu Planning . . ' 

1- Recipe development. 

I 

2. P»"ocedure charts for sandwich and salad preparation. 
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3. Monthly menu planning for specials and main dishes. 

1. " Nutrition studies. , ^ 168 
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E. Service of Food; 



1. Dfeli very service. 

2. Pick-up counter. 

3. Cafeteria line service, 
i Waiter/waitress service. 
5. • Busing service. 

II. Equipment 

A. Three Separate Work Centers: 

1. Hot food preparation. 

a. Area 11: *3 Ranges with ovens and fans for ventilation * 
■• , *2 .Refrigerators 

*1 Large freezer 

* , Large counter equipment; slicer, chopper, can opener, electric 
skillets, fryer, griddle, toasters ' 

* Small kitchen equipment; pots and pans, skillets, bowls, measuring " 
equipment, spatulas, turners, rubber scrapers, cooking spoons, cook- ■ 
ing forks, wire whips, tongs, knives, shredders, canisters 

*2 Double sinks 

2. Cold food preparation. 

a. Area 12: *1 Range 

*2 Refrigerators 
*1 Freezer 
*1 Double sink 

* Large counter equipmen' (examples; shake machine, slicer, etc.) 

* Small kitchen equipment 

* 
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3. Dessert preparation. 

a. Area #3: * Measuring equipment 

* Canisters 

* Small kitchen equipment (hand tools) 

* Baking pans 

\ * Electric mixers 

* Ranges jnd ovens 

* Cooling wax 

* Hot pads 

* Storage cartons 

B. - Sanitation and Safety: 

1. Large (extra deep) double sink, large hot water tank, dishwasher, washer and dryer, 
towels, dish cloths, drains, detergents, mops, brooms. 

2. Chef fiats. 

3. Sanitation training filmstrips. 

4. Hair nets. 

5. Personal test in sanitation and safety. 

C. Ordering and Inventory; Equipment 

1 . Adequate storage space of food items and equipment, possibly a walk-in pantry r ^ery large 
cabinet space. 

2. Proper refrigeration and freezer storage. 

3. Market order forms for commissary. 
- i|. German grocery orders. 

5. Inventory shp<^t. 
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Nutrition and Menu PlanYiing: Equipment 



1. 


Recipe file box. 


2. 


Recipe cards. 


3. 


Recipe books (some food service) . 


4. 


Nutrition cliarts and games for employees. 


5. 


Procedure charts for food production. 


Service of Food: Equipment 


1 . 


Large coffee pot. / 


2. 


Two sets of silverware. 


3. 


Plastic forks, knives/ and spoons. 


4. 


Packets of sugar, salt, pepper, mustard^and catsup. 


5. 


Large and small paper cups (glasses) . 


6. 


Three compartment plates. 


7. 


6", 8", 10" dinner paper plates. 


8. 


Bowls, serving cups (portion cups) , 1/4, 1/2, and 1 


9. 


Napkins. 


19, 


Place mats. 


n. 


Large serving trays. 




172 




-110-~ ^ 



Food Services- An Overall View 



Food service employees of DECIDE manage to prepare food for lunches/ staff breaks, special orders for 



The A.M. classes prepare most of the sandwiches, soups, salads, main dishes for the lunch. The P.M. 
classes prepare all the desserts, salads, soups, and special orders. Additionally, they perform ordering and 
inventory functions. 

The CafeteFia Line Service is managed by the food service employees as part of the break incentive for em- 
ployees. The employees of each area are given a ten minute break to socialize, eat, and rest. The employees 
arrange the food line with trays of sandwiches, salads, desseits, anc leverages. 

An employee fm the Business Department handles the money and records 'the food items sold and a bus per- 
son clears the tables in the area. ' 

Deliveries and Pick-Ups : The lunch food items can be picked up by customers or delivered to the specified 
area. The food orders come from throughout the school from students, teachers, and visitors. All the ordering is 
coordinated with the employees of the Business Department. The food service employees fill the orders and plsce 
them on trays for delivery or pick-up. 

Evaluation : The food service Instructor and aide confer each day to evaluate employees on their job assign- 
ments according to the daily work schedule. . . 

The Behavior Management Chart in food service consist of these areas: 



clubs and organizations, and meetings. 



APPEARANCE 



Body cleanliness 
Hair 

Clothing (aprons) 
Hands and fingernails 



COOPERATION 
DEPEND.ABILITY 
PROPER SPEECH 



PROMPTNESS 

ACCEPTING JOB ASSIGNED READILY 
ATTITUDE AND INTEREST 
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Stock Program: After four days of excellent work, according to the chart described , the employees 
are awarded a stocit rsdemptlon coupon. This reward program Is built In to DECIDE for the recognition of gcod 
work. A percentage of the daily receipts are set aside for the employees' profit sharing fund. The stock value Is 
computed by the business management sector daily and posted for all employees to see. 

The employees can choose to cash their stock certificate in whenever they please. 

Employee of the Wee k: An exceptional worker is picked each week as "The Employee of the Week." This 
employee gets extra stock in the business and also added responsibilities which are posted. 

Erployce Food Evaluation Team : Tliis food evaluation team is picked from employees in the food service 
arei which rotate on Me team. Their purpose Is to evaluate some of the products prepared to insure a high standard 
of quality and to suggest changes. 

Skills Certificate : A skills certificate is awar ded at the end of each session before an employee rotates to 
anothicrarea. ^ 

On the back of each certificate the individual skills are lifted and the instructor Initials the ones accomplished 
by each employee. , 

/ 
/ 
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FOOD SERVICE 
Order Form 



^Instant wl.lk 
Jtot chocolate 

1l#a,ll LcK>n 

JCvaporat^d Milk 

Jtomburger 

J'aper towe}^ 

JSarao Vrap 
JDat«rga&t 
^Strava 
"Soup Bonis 

Baking powMi? 

'ClxmaiBon 
'Salt 
Vanillia 
SpeciaX K 
batna^l 



Tccsato paste 
Toisato sauce 



Pickle.n 
"olives 
Olive oil 
Mayonnaise 

iFVencb 
Blue cheeaes 
Shortening 
Oil 

Graham crackers 
HarahMelloMa 

Tomatoes \l-:.3o2) 
Com 

Green beani: 



^ Ton a to ^oup 



_j>ugar 
^^FiOuir 

^^Ri'Ojin Sugar 
Kdrs' B^rup 

_ Un,v/eetenrd '^bociov^j- 
^_5-'fiO*.':oiate chif j; 

^ froiffen aiijced veg. 



P*auuf butter chunky 
J -jcxdjy loaf bread 
J{ami>u;g^:;v» buns 

lewioade 



CREESE 

ifVt;fii ican bXo?. K 

A»«i»ici»n sii^ ^ A 

Hozsrel f a 

Sour Ct eaiD 



Bi/tteraxlk 

^ Margai'j Tie 

VEG: FPun - 

Potatot-s 

C *lcns 

] Celer7y 

Crirrots 

H3rshii!tf?i.fo?* fknff 

ChocaLiiia Toppin - 

I?<it-t 2rscofccfc TbppiiTif^ 
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EMPLOYEE NAME 



WORK SCHEDULE 



TIME: 
DATE: 



COLD FOODS: 



Ham 6 Cheese Sandwi 


ch 


( 


Tuna Fish Sandwich 


( 


) 


Egg Salad Sandwich 


( 


) ' 


Submarine Sandwich 


( 


) 


Shakes; Large ( ) 






Small ( ) 







ABSENT: 



HOT FOODS : 

Hamburgers ( )■ 
BLT Sandwiches ( ) 
Grilled Cheese ( ) 
Hot Luncheon Special ( ) 



Soup ( ) 

SALADS : 

Chef Salad ( ) 
" The Sienderizer" ( ) 
^^Assorted Salad : _( ) 

DESSERTS: 

Cookies; 
Cakes: 
Pies: 
Candies: 



SANITATION & SAFETiT: 
Large Equipment 
Small Equipment 
Equipment Storage 
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EMPLOYEE NAME 



WORK SCHEDULE 



TIME: A. M. 



ERIC 



DATE: 



SERVING ; 
Deliveries; 
Pick-up: 

Large coffee pot filled with water 
Ice Bucket filled with ice ctibes 



Cold D^-'inks: Make lemonade, Kool Aid, or Iced Tea 

Hot Drinks: -Hot-Chocolate Sep-up 5 Hot Tea Set-up 

Sgpplie^ Set Out: 

Napkins in napkin holders: . 

Condiments for lunch: packets of mustard, ketsup, salt, 

pepper, sugar 

Cups ( Paper ) 

Plastic Flatware 



RECIPE DEVELOPMENT: 



MENU PLANNING & NUTRITION: 



SERVICE OF FOOD ~ - Cafeteria Line: 



QUANTITY 



Food Item 
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Price 



EMPLOYEE NAME WORK SCHEDULE TIME: A.M. 

DATE: 





COLD FOODS: 


ABSENT: 




Ham S Cheese Sandwich ( ) 






Tuna Fish Sandwich ( ) 






Egg Salad Sandwich ( ) 






Submarine Sandwich ( ) 






Shakes: Large. ( ) 
Small ( ) 




HOT FOODS: 




Hamburgers ( ) 




BLT Sandwich ( ) 




Grilled Cheese ( ) 




Hot Luncheon Special ( ) 




Soup ( 3 




SAL^DS/ 




Chef Salad ( ) 




"The Slenderizer" ( ) 




Assorted Salad: 


( ) / 




DESSERTS: i j 




Cookies: / 
Cakes: • V 
'les: 

Candies: 180 




SANITATION AND SAFETY: 


ft 


Large Equipment 
Small Equipment 
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EMPLOYEE NAME 



WORK SCHEDULE 



TIME: 
DATE? 



Serving ; 

Deliveries: 
Pick-up: 

Large coffee pot filled with water 

Ice Bucket filled with ice cubes 
Drinks prepared: iced tea, lemonade. 



Napkins ^ 

Flatware 

Cups 

Salaid Dressings ^ 
Conaitrt^ttts : packets of mustard. 



hot tea set-up, hot 
chocolate set-up 



Supplies: 



ketsup, salt, pepper, sugar 



FOOD ORDERING & INVENTORY: 



MEN.U PLANNING & NUTRITION: 



RECIPE '"DEVELOPMENT: 



AMT. 



ITEM 



PRICE 
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DATE: 
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COLD FOODS: 



Hion t Cheese Sandwich ( 
tgfr Salad Filling ( 
Tuna Fish Filling ( 
Chef Salad ( ) 
Potato Salad ( )- 
Macaroni Salad ( ) 
Fruit Salad ( ) 

Shakes — Large ( ) 
Small ( ) 

HOT ? OOPj: 
Soups: 

S<».ucos : 

DESSERTS: 



) 
) 



Cookies : 



CakcQ : 



Pies: 



Candies : 
SANITATION AKD SAFETY: 



Largjci Equipment: 
Small Equipment: 
Equipment Stc^age: 



SERVIC E OF FOOD -- -^ CAFETERIA LlJIE: 



, Quantity 



Food Item 



Prlc# 



CHEF SALAD PROCiOURt 'CHART 



BOIL EGGS — I Eg<3 p«r Sal&d 



MASS LETTUCE and P?»T ORY 
with paper fjwellng placed 
Oft a tray — S Salads 
4 haadH lettuoo . 



ARRMIGP 1 or 3 LA!IGE LETTDCE 
tSAVES to cov«r the bottom of 
thtf pi ate. tor tha base of the 
salad. 



TSiXSt LETTDCK IHTO ai*'^ SIZE 
VTBCZ3 and arrange torn 
lettuce on top c-E lettuce 
leaves £or the body of the 
salad. 



CUT COSE PPD« TOaMC ard 
WKDGE TOajRTO IlfrC) 6 PIECES, 

Place i wedSr-ea on a3.ch,pLate. 



COT JULaiUNl! STllIPB OF UM. 

Ktoigh each par-icn on acale; 
1-1/2 OT. per iilttte. 

Pi»ce julleftoft strtps i*^ the 
re«t«iir ih^i »M*d on t»sp of* 
4h* torwj laitHC«. 



7. COT JULXsmiE STRIPS OF cnzzs:'- - 

tfialgh each portion on scale: 
1-1/2 oz. por plcts. 

Place julienne strips on tcp or 
the torn lettuce* neoct to the 
han . «c 



PCZL EGGS AND SLICE IN HAL? 

Sprinkle a dash of Par^rlka on 
each agq half. 

Place 2 halves on naiad 
accord! nq to diaqrafli. 



9. WASH PARSLEY ATID COT STEMS OPPs 

Place a sprlc cf paraley on 
each side of plates 



10 * Cover plates with Sarati-Wtap 
s^id. place ill the Servina 
Ite^^riqeratcr. - 



Li 



EQUIPMENT NEEDED 



1 Ft^^nch Knife 

X Sorr^tt^ci Utility Krife 

1 Portion ^ft^.^ 



I S&u«e Pa;^ w/ Lid 
i S^rvinq Tray 

Paper Tot#elln^ 

Saran Wrap 

Round Paper PiAten 



UyMIdD PBANtrf BUTtmK COOKXfiS 





•! ^ J. t jr 


H«tiaod 


^Af^n ^xiJHir^ 
m^^%^^ wwrri m^y'v^f^ 


1 cup 
I cup 

— ' 4 


1 flti-nute. 




Z cups 

> 


Add pmam^h buttar to akov% mixture a. 
Stir. 


I 


f 

4 Cqps i 

1 . . 1 


A«i<l Specif K » mx wall, from 
a tttaspocn onto «Mxnd paper. 



The two recipe cards pictured are examples from DECIDE food services recipe ffles. 
The format js uniform, with the addition of pictures of measuring devices In the bottom 
one to assist students with reading disabilities or low reading levels. 



vvomeLfi soup 




HOT VMTVR 



i 



CANKED TOMATOES 

CHOPPED CBLERV 
SLICED OMIdNS 

SAY x^Aves 




4- 1/2 cups 

E. 

3 [1 pouncl-13 
Quncal cans 
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.w. ^if ^ng^^^^ien'J^s in a pot J 
v;it:i tlift bouillon and watgr . V 

Set on range. . 

Boil for 45 ninutes?^ 

Place in r^ftri^crator " 
©ontainnrr. m.d refrigerate. 




HOUSEHOLD SKILLS 



Strategies 



The Household Skills section of DECIDE produces goods and servioes related to the broad cluster of 
income producing Home Economics. These include arts and crafts, sewing, laundry, and other related skills. 
The employees (students) are exposed to each of these subcomponents during their stay in this area. Orders 
for specific products come from the Business Department. 

The manager explains, in an overview session at the beginning of each cycle, the various machines, 
equipment, and materials in the Household at^a. Employees (students) are givsn worksheets which outline 
the necessary steps to complete any of the several products (O be prtxluced. The orders are posted on the jobs 
board and selected by students on a basis of their interest. Once a job is chosen, the employee proceeds with 
the work and receives Individual Instruction on any aspect as needed. It is the employee's responsibility to 
complete an entire project from beginning to end and to produce a quality product. 

The manager continuously monitors each employee's progress, difficulties, and instructional needs . Work 
assignments are adjusted on the basis of student ability and there is a sequence of "least difficult" to "most dif- 
ficult" projects in each job area. An example would be: a student selecting a macrame project for the first time , 
would receive one of the more basic patterns; those who have a particular interest and skill in macramc would 
be assigned a more advanced project. 

Projects come from a variety of craft and service-type occupational areas, providing excellent carry-over 
skills for self sufficiency and leisure activity, as well as a good feel for homemaking service jobs . The work 
environment also accommodates a wide variety of skill levels. Working the iob through, as contrasted with the 
production-line methodology, relieves employees from production pressure without sacrificing the quality of 
the work experience. ^ . 



t .0.00 Demonstrate Skills Generally Uoeful in the World of Work 

1.1.00 Use Basic Numerical Skills 

1.2.00 Use Basic Comm^jnications Skills 

1.3.00 Use Basic Motor Skills 

1.5.00 Employ Useful Interpersonal Skills 

j.0.00 Practice Effective W jrk Habits 

2 . 1.00 Assume Responsibility for Own Behavior 
2J.C0 Plan Work 

2.3,00 Use Initiative and Ingenuity to Fulfill Respoi^sibilities 
3.0.00 Make Career Decisions 

3.3.00 Know Entry Level and Other Requirements for Selected Careers of Interest 
3. 5. 00 Use Information Sources for Solving Career Decision-Making 

4.0.00 Demonstrate Improved Career Capabilities 

<l. 1.00 Demonstrate Entry-Level Saleable Skills in One or More Areas 
4.2.00 Participate in a Realistic Work Situation in Home, School, or Community 
4.5.00 . Use Leisure Time for Self Enrichment 

5.0.00 implement Career Plans 

6.2.00 Hold Competence and Excellence in High Regard 

6.3.00 Seek Personal Fulfillment Through Own Achievements 

6.4.00 , Value Conservation of Human and Natural Resources in Accomplishing Work 

6.6.00 Demonstrate Commitment to Fair and Equal Treatment of Women and Minorities 
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INDUSTRIAL PROCESas 
Wood 

Production Strategies 



The purpose of the. wood production area of DECIDE is to provide for student work exploration, individual 
personal-social deveioptnent, academic skill training, and perceptual-motor practice within the structured 
context of producing saleable products for the enterprise. The production of saleable goods is the means for 
training students in basic work haNts and values, the work area is divided into sequenced sta*. •ns, each re- 
flecting a portion of the total productum process for the item being made. Work stations are Idenufied with 
visual cues and each work task is adapted with the necessary prompts so that all students can achieve a level 
of success. Each work station and sak^ble product developed Is structured so as to obtain as many educational 
outcomes as is possible. 

Students in wood production participate in all phases.of the production process, aqulnng an understanding 
of ihe concept of mass production of saleable goods and how it relates to the many phases of a business enterprise. 
A rotating station procedure, with associated maintenance duties, allows students to participate in the production 
process from the initial gathering of raw materials to the final delivery 01' finished products. Student work habits, 
behaviors, and participation in the production process are recorded on visual wall charts. Students earn pdn^? 
for responsible participation which can h redeemed for stocks issued in the business section. Students lear< ■/ 
relationships between good work habits, high quality production work, and rewards (increased stock values) . 

The teacher serves as a learning manager, assisting students as they carry out the operations of the work 
production area. Students participate freely, suggesting ideas for new products and more effici«>''' means of 
manufacturing these products. 



187 

o ? -124- 



1.0.00 Demonstrate Skills Generally Useful in the World of Work 



.1.3.00 Use Basic Motor Skills 

l.iOO Demonstrate Useful Information Processing and Decision Making Skills 
•2.0.00 Practice Effective Wt j^Habits 

M .00 Assume Responsibility for Own Behavior 
2.3.00 Use Initiative and Ingenuity to Fulfill Responsibilities 
' 2.4.00 Adapt to Varied Work Conditions 

3.0.00 Make Career Decisions 

3. 1 . 00 Associate Own Abilities. Umitations, lnterests,and Values with Successful Career Decisions 
3.4.00 Relate Personal Characteristics to Occupational Requirements 

iO.OO Demonstrate Improved Career CafMbilities 

i 1.00 Demonstrate Entry-Level Saleable Skills in One or More Areas 

4.2.00 Participate in a Realistic Work Situation in Home, School, or Community (Production Line) 

5.0.00 Implement Career Plans 

6.0.00 Demonstrate Positive Attitudes and Values Toward Work 

6. 1 . 00 Recognize the Basis of Various Attitudes Toward Work 

6.2.00 Hold Competence and Excellence in High Regard 

6.3.00 Seek Personal Fulfillment Through Own Achievements 

6.4.00 Value Conservation of Human and Natural Resources in Accomplishing Work 

6.5.00 Value Work in Terms of Societal and Intercultural Goals 
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INDUSTRIAL PROCESSES 



Graphic Arts 
Production Strategies 



' The purpose of the graphics production area of program DECIDE is to provide for employee (student) work 
exploration, applied academic practice, and perceptual-motor experience within a production setting, to fill 
ing orders for the enterprise. The completion of orders for printing materials serves as a means for employees to 
develop good work habits, practice letter identification and measurement skills, and participate in fine motor co- 
ordination activities. Each employee takes an order through all stages of the production process to the final delivery 
of a finished product. The production process is broken into sequential steps of similar complexity level, allowing 
a student the satisfaction of initially beginning with an abstract task and proceeding toward the completion nf a con- 
-c/eie product that is achievable for even low level functioning students. If a student has difficulty with a basic task, 
the learning manager may assist with the task step or the student may be Sent to the training center to receive pro- 
duction related instruction in acadtmic or motor skills. 

Students' work habits, behavior, and participation in the production process are recorded on wall charts. 
Students earn points for responsible participation and quality production which can be redeemed for.stccks issued 
in the business section. Students understand the relationships between good work habits, high quality production 
work, and the rewards (of increased stock values) . The atmosDhere is a relaxed setting in which each student 
works at his own level and pace. 
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1.0.00 ; Demonstrate Skills Generally Useful in the World of Work 



1.1.00 Use Basic Numerical Skills 

1.2.00 Use Basic Communications Skills 

1.3.00 Use Basic Motor Skills 

l.iOO Demonstrate Useful Information Processing and Decision Making Skills 

1.5.00 Employ Useful Interpersonal Skills 

2.0.00 Practice Effective Work Habits 

2.1.00 Assume Responsibility for Own Behavior 
2.2.00 Plan Work 

2.3,00 Use Initiative and Ingenuity to Fulfill Responsibilities 
3.0.00 Make Career Decisions 

3. 1.00 Associate Own Abilities, Limitations, Interests, and Values with Successful Career Decisions 
3.1.00 Relate Personal Characteristics to Occupational Requirements 

10.00 Demonstrate Improved Career Capabilities 

1. 1.00 Demonstrate Entry-Level Saleable Skills in One or More Areas 

i2.00 Participate in a Realistic Work Production Situation in Home, ScUmi, or Community 

5.0.00 Implement Career Plans 

6.0.00 Demonstrate Positive Attitudes and Values Toward Work 

6. 1 . 00 Recognize the Basis of Various Attitudes Toward Work 

6.2.00 Hold Competence and Excellence In High Regard 

6.3.00 Seek Personal Fulfillsnent Through Own Achievements 

6.1.00 Value Conservation mf Human and Natural Resources in AccompltoWngi feurk 

6.5.00 Value Work iiTernusofSocietal and Intercultural Goals 
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HORTICULTURE 



Production Strategies 



Ttie horitculture area of the DECIbE program consists of severs! #vers€ production and maintenance work 
activities Both task areas provide students with career exploratiiofn ^ptf^mce, applied acsdefmk uractice, and 
understandings of the total development process of plainl gnowthi. The viarious w>ork areas, w^tlKdifefting mainte- 
nance and priKiuction patterns, require a high level otf indef}en(Jtent , responsibift behavior or pprst students 
and a high level of task structuring on the part of the leamtB^' mafiager . Stnumiret^ r^ir|; statioms ps'^^quenced 
for the production phases; then maintenance schedules art-estabN shied for a/^jfliiiict? amd qw|)Rn«8«f,a£ ftie plants 
develop to a saleable stage. Work stations are siruaimd w mm {m^m mm studfi.#^^ ««|w?ng decisions 
as to which station they prefer, such as record keefbiwg, mm ms*f-r^^. ma m car?:. Il 3^#,i??ttes difficulty 
with a basic mk, the learning manager may assist, with the task, ;nfise nyteitt mi toe sat te- Tf. ^training center 
to receive taa* related reinforcement in academic c:f Tnotior skiills. 

.Smdartf rk tnabits, lijehaviors, and participaticn m the promc- n and maifftoiaroce protssses are recorded 
on wall' char. Si.!.;ients earn points for participation ajidzquality pm lion whidi w- d^ redeeifudior stocks 
issuHiii in tht . mms section. Students understand the rdationshifps nng good %m habits, 'high (quality mainte 
■iwceand iifoc Jttikin, heallthy products and the rewards (itncreasecistc k values, «: . 

The it^rj serves as a learning manageir, assisting and pamicip-jring witth EluHents as they cErry out the 
■QmmnoU- wrkarea. As the weather improves, the torticulti/e^iFsa will ejcpa^ti and involve outdoor tasks 
mk-is land:-:jDJing and gardening. 



1.0.00 



Demonstrate Skins Generally Useft., in the World of Work 



« M Use Basic Motor Skills 

. .00 Oe^os.a. Usefu, ,nfon.a.oo P.cess.n, an. Oec.s.on MaMn. S.n.s 

2- 0.00 Practice Effective Work Habits 

2.^.00 Adapt to Varied Work Conditions 

3- 0.00 Make Career Decisions 

3.3. 00 Kno^ ent. U.el an. Other «e<,„ire„«nts .or Selected Careers o. Interest 

" O 00 Oenx.nstrate Improved Career Capabilities 

a. 0.00 Implement Career Plans 

6.0.00 Demonstrate Positive Attitudes and Values Toward Work 

6-^.00° H^SS^L*" ^"'^ Attitudes Toward Work 



« 3.00 Seek Person, Tir , "> High Regard 

6. 00 Va?« c^:^,^ta,ton oT^' ^^'evements 



-129- 

196 



ERIC 



PERSONAL APPEARANCE UNIT 



The personal appearance uill's najor objective is concerned with helping each employee acquire personal 
evelop^entand grooning skills for participation as a successful worker. Students also gl the opportZ 
to work and explore careers In the perscwl service cluster. This mii is con«med with many of riajor DODDS' 
career develops ob,:ct,ves, such as tear.!,^ skills useful in the world of wori<, gaining practice In d^v^loping 
effective work habits and demonstrating positive att.iudes and values toward work . 

The basic operation is not unlike a conmerdal beau^ salon. The major basis for student evaluation is 
on customer satisfaction and the job done efficiently. This unit operates on a referral and volunteer system 
asis and perrorms basic cosmetoicsy operations (shampoos, manicures, cosmetics, etc. ) . Training in care of 
teeth IS offered as well as guidance in the cxrdination of cloftir^. The unit has about 10-12 cusi Jers per day 
ei^loyees work on each other and also f«rform a cleanliness dieck each morning lor the Food Service personi4i 
All W0-* IS on an appointment basis. Customers not only con» fr*. DEODE personnel but from studeite in other 

Z ll J^ L ''"L """^ ""'"'^ °" '^'"Vee personni gr<»m? 

and instruaion; the seand hour on customer services. Employees must record all transactions, and are evaluated 
based on services performed. Peers monitor the quality of work. 

Inventor)', shop clean-up, and other basic operations are performed by the student employees. 
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1.0.00 Demonstrate Skills Generally Useful in the World of Work 



1.T.O0 Use Basic Numerical Skflls 

1.2.00 Use Basic Communications Skills 

1.3.00 Use Basic Motor Skills 

1.5.00 Employ Useful Interpersonal Skills 

2.0.00 Practice Effective Work H^its 

2. 1,00 AssuiTie Responsibility for Own Behavior 

2. 2! 00 Plan Work 

2.3. CC Use Initiative and Ingenuity to Fulfill Responsibilities 

2.4.00 Adapt to Varied Work Conditions 

2.5.00 Maintain Good Health and Grooming 

3.0.00 Make Career Decisions 

4.0.^^' Demonstrate Improved Career Capabilities 

Participate in a Realistic Work Situation in Home, School, or Community 

S.C.'.i • ^f^plement Career Plans 

6.0.00 Demonstrate Positive Attitudes and Values Toward Work 

6. 1.00 Recognize the Basis of Various Attitudes Toward Work 

6.2.00 Hold Competence and Excellence in High Regard 

6. 3.00 Seek Personal Fulfillment Through Own Achievements 

6. $.00 Value Work in Terms of Societal and Intercultural Goals 

6,6.00 Demonstrate Commitment to Fair and Equal Treatment of Women and Minorities 
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TRAINWC CENTER 
Strategies 

The concept of the Training Center in DECIDE is to provide a.piace for suppiemental educational activities 
which is removed from the production activities. Additionally, the Training Center is the student records banl< 
for all special education records. The center represents a contact point with feeder schools for the purpose of 
coordinating homj/school learning activities with DECIDE activities involving speci^c individual students. 

The content for the supplemental learning activities of the Training Center is derived directly fram the 
production perfomiarce .pecifi cations. Measuring liquids and dry .goods, Computing board feet, mal<ing change, • 
and sight vocabulary are examples of things students learn in the center usirig the sameiate rials as the production 
setting but without the pressure of production. The method is generally 'diagnostic-prescriptive: training is 
individualized or in small groups. ,\ 

M 
I 

The students involved in the Training Center are referred on a basiabf need for supplemental help 
in order to satisfactorily perform in the DECIDE project. Their learning problems are diagnosed by the teachers ^ 
and a program of skill development is initiated within the Training Center^or in the production area. The im- 
portant aspect of this individualized supplemental approach is the keeping of timely, accurate records of the stu- 
dents' progress, These provide the essential information relative toacad^ic progress which enables the school 
system to better coordinate the sequence of learning activities (example's follow) . 

The Training Center at DECIDE is staffed by an aide who is a certified teacher, and provides services 
as needed on an individual basis. The initial emphasis on production activity, created a need for 5u()plemental 
academic help. In other settings this supplemental help could be delivered by'learning development specialists 
and/or teachers, provided the diagnosis came from program managers and a tighf syste.n of record keeping was ^ 
established. . 
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OBJECTIVES OF PRpJECT DECIDE (CAREER EDUCATION OBJECTIVES) 

1.0.00 Demonstrate Skills Generally Useful in the World of Work 

1.1.00 Use Basic Numerical Skills 

1.2.00 Use Basic Communications Skills 

1.3.00 Use Basic Motor Skills 

4 

2.0.00 Practice Effective Work Habits 

3.0.00 Make Career Decisions 

^.0.00 Demonstrate Improved Career Capabilities 

5.0.00 Implement Career Plans ^ 

6,0.00 Demonstrate Positive Attitudes and Values Toward Work 

6.7.00 , Hold Competence and Excellence in High Regard 
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^^^^ » 

MONDAY i^--^^ 
TUESDAY 
WEDNESDAYro:..,., 
THURSDAY 
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1 





V-toJb(t! t 



204 



ERIC 



-135- 




205 



3 « JI£^ 



206 



-137- 



fi'^stadt Snterpriaee for Career ana Individual Developm^*' 



aasresr Sxiiiors.±ion Program 

Biernra*«at Ga^tf tor Center j 
DEpar^peirtt of 'jDofonoe Dopondento Schools, European 



INSTRUCTIONAL OBJECTIVES FOR EXCEPTIONAL STUDENTS 



Student Name: 
Date of Birth: 



School: 'T^c^crwv4 cvAV ^e. ^.'^ L, 

Grade Level: 0^ 



Date of Entry: J 
Date of Exit; 

207 



.-:io-cKl *-!nviro?.r.ont within vhio ^ mt^ iMtv o 



,^:y't^ ^^:.lor2 th- ucrld of work thrnur' -w.^-vc Tttr^t ticn 



i;"-Tr.; r.^ne-a^ peodi- ar.a sjea'vicen in four major areas: tein-.ar oloRy. 

Th^ :^i;ary^^S?i^ of .t^c^ntn relate to part icipat ion ^s_t«=*»m.s an^ 
J^r-~;-. 'i! LelM acaden,ic skills devolop«,eat c« these skill:B..-rei.ate 

^taS^fLc^SnT^Siado'the .anage.ent of viable ^^^^^-^f ^'t^^ 
i^X^e^,^ of individual student needs, and assxBnment r s^nts 
to Tr--V-n £apt*?t^^5^^^^^ to their assessed needs. 

ntHins a lintinr, of thcJ obiectives vrhich ser-ve «s tte? «idusaitio«wiL 



■^hlr, booklet cont 
1: of DECI 



'''"";:"fvidL?'^i^Mth of each student is measured in referem^ ro ttese 
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PrP.'^iONAlM SOCIAL, AN'D CA-I.LR DEVELr ?:Tri7 SKILLS 



I«OrW 



1. Dcmonstrcitcn a capacity to share with others. 

2. Recof^izcs and prarticer; )?:ood manners. 

3. Recognizes the need for wix\2i^ Xm a work situar i^':^^ 
U. Practices self control ^he jtpjj* 

5. Can accept and follow directioms. 

6. Can work cooperatively with otherr*. 

7. Can lead others in completing a tansk. 

8. Is realistically aware of his skiHis and talents. 

9. Can make decisions and accept rcspjonsibility for 
his/her decisions. /v.. / 




RrCEPTIVE AMD EXPRESSIVE LANGUAGE SKILLS 



l.Is able to follow a set of spoken directions. 

2. Can give directions vocally. 

3. Can receive telephonic messages* 

Can initiate telephonic messages. 

5. Can initiate verbal comnminication essential to a 
v;ork task ( take customer* orders, receive visitors , 
explain procedures, etc* ) 




1 ^£l5 
1 2 3 U S 
12 3 H--5 



1 2^3 .»« B 



PE:A!)If?C SKILL S 

1. Can recognize all letters of the alphabet, 

2. Can read the basic word list. 

3. Can read the names of the months. 

Can read the names of the days of the week. 

5. Can read the names of the numbers from one to 
one hundred, plus thousand. 

6. Can read the following: own address, parentis names, 
telephone number, o\m name. 

7. Can read the names of objects common to the Human 
Ecology sectorCs). 

8. Can read the names of objects common to the Business 
Management sector. 

9. Can read the names of objects common to the Industrial 
Processes scctor(s). 

10. Can read the names of objects common to the 
Agriculture/Horticulture sector. 



HANDWRITING AND SPELLING SKILLS 



1. Can write all the upper and lower case letters. 

2. Can write and spell the names of the days of the week. 

3. Can write and spell the names of the months. 

Can write and spell the names of the numbers one to 
one hundred, plus thousand. 

5. can wite a complete sentence using basic words. 

6. Can write a simple letter and addres^s an envelope. 

7. Can complete basic business and order forms. 



EVALUATION 
Low HiRh 

1 2 3 t| S 

1 2 3 «» 5 
1 2 3 t| 5 

1 2 3 i( 5 

1 2 3 If 5 

1 2 3 U 5 
1 2 3 t| 5 

1 2 3 5 
1 2 3 n 5 
1 2 3 U 5 

1 2 3 U S 
1 2 3 t» 5 
12 3 4 5 

1 2 3 K» 5 

I 2 3 t| 5 

12 3 «l 5 

1 2 3 i| 5 




EVALUATIO N 
Low High 



l.C.-^ji nonuencn letters alphahetically . 12 3 4 5 

\ C»jn coqucncc \;ord.T olphabotic Uly . 1 2 3 H 5 

3. Can locate v/ords in a dictioniiry. 1 2 3 «i 5 
Can use the dictionary to determine the correct way 

to spell a word. 1 2 3 U 5 



MATHEMATICS 
Numeration: 

1. Can irritc from memory the numerals 1 to 100. 1 2 3 i* 5 

2. Can read key number words: one to one hundred plus thousand. 1 2 3 5 
( see also Reading Objectives list ) 

Addition: 

1. Can add sets of one through nine. 12 3 4 5 

2. Can add two digit numbers without carrying. 1 2 3 U 5 

3. Can add two digit numbers requiring carrying. 12 3 4 5 
U. Can add a three digit numeral and a two digit numeral. 12 3 4 5 
5. can add two three digit numerals. 1 2 3 4 5 



. Subtraction: 

1. Can subtract sets one through nine. 12 3 4 5 

2. Can subtract a one digit number from a two digit 

number without borrowing required. 1 2 3 4 5 

3. Can subtract a one digit number from a two digit 

number with borrowing required. 12 3 4 5 

4. Can subtract a two digit number from a two digit number. 1 2 3 4 5 
Multiplication: 2iX- — — 

1. Can multiply using one digit in the multiplier and 

two in the multiplicand. 12 3 4 5 

IKJC. • „^&. ..... ■ ■ : :,„ 



EVALUATION 
Low High 



Division: 



1. Can divide with two digits in the dividend and one 

digit in the divisor. 1 2 3 U 5 

Fractions: 

1. can recollnize one whole. 1 2 3 H 5 

2. Can recognize one half. 1 2 3 <l 5 

3. Can recognize 8ne fourth » two fourths , thtee fourths. 1 2 3 U 5 
Can recognize one third, two thirds. 1 2 3 M 5 

Decimals: 

1. Can write tenths in decimal notation. 1 2 3 U 5 

2. Can i/rite hundredths in decimal notation. 1 2 3 U 5 

MONEY 

1. Can match dime with its equivalent coins. 1 2 3 U 5 

2. Can natch Quarter with its equivalent coins. 12 3^5 

3. Can match dollar with its equivalent coins. 12 3 4 5 

4. Can make correct change using U.S. coins and bills. 12 3^5 

5. Can recognize money amounts in written form. 1 2 3 U 5 

6. Can recognize money amounts in numerical form. 1 2 3 4 5 
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EVALUATION 



Low High 



Time and Distance: 

1. Can read hours and minutes from a clock. 

2. Can correctly use a calender. 

3. Can follow a simple map. 

H. Can interpret a simple diagram. 
Length : 

I. Can measure the length of an object in whole Inches. 

2. Can measure the length cof an object in whole centimeters, 

3. Can measure the length :of an object in whole feet. 
Can measure the length of an object in whole yards* 

5. Can measure the length of an object in whole meters. 

6. Can measure to one half inch precision. 

7. Can measure to one quarter inch precision. 
Volume and Weight: 

1. Can measure using teaspoons and 1/2 teaspoons. 

2. Can measure using tablespoons and 1/2 tablespoons. 

3. Can measure using cups and 1/2 cups. 
Can measure using pounds, 

5. Can measure using ounces. 

6. Can recognize that 2 pints equal 1 quart. 

7. Can recognize that U quarts equal 1 gallon. 



1 2 3 U 5 

1 2 3 4 5 

1 2 3 i| S 

1 2 3 i» 5 

1 2 3 4 S 

1 2 3 «♦ 5 

1 2 3 »l 5 

1 2 3 n 5 

1 2 3 t| S 

1 2 3 i| 5 

1 2 3 <» S 

1 2 3 »» 5 

1 2 3 (» 5 

1 2 3 5 

1 2 3 tf S 

12 3X5 

1 2 3 U 5 

1 2 3 *» 5 
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INTAKE IMPORMATION FOR EXCEPTIONAL STUDENTS 

AT 

Darmstadt Career Center 



NAME: Jg>Y ^ Tft^ct SCHbOL: ^ €L\ryyi sj^^^^ jT M i 
GRADE: ? B IRTHDATE: / i^y ^ Y^OMF PHONE: 4 2^ 4 3 A . 
BATHER'S NAME: £'aJ (Hy DUTY PHONE: T> fl^ -^tP i/ 

MEDICAL INFORMATION: (Determined through parent interview and medical 

records.) 

Glasses:: Yes_^ No_^ ' Diabetes: f\i p 

Medication: frpilepsy fj 



Hearing Devices; fj^ Allergies: (Li^A^ 

Physical Handicap fj^ \^ St.peclal Diet jj • 



Other: 



EXPLAIN: 



J 
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CHECK AS APPROPRIATE: 



Parent referral without records: 

Permission for assessment and placement is on file 
Student course schedule enclosed. 



fx! Formal Assessment begu n J^t/ /^U^ U^S ^ /^'9 ^^ 



To be completed byj 



n Parent referral with supporting documents: 

[]] Permission for assessment and placement is on file 

□ 

Student course, schedule enclosed. 

Q Program review date: 

I I Referral from staff or community personnel: 

I I Permission for assessment and placement is on file 

pi Formal assessment is completed and educational 
plan enclosed. 

\ I Student course schedule enclosed. ' 

Q Projected reviww date: 



Date; 



Counselorj . /S^^ ^JZi^^^^^ 



Note: Please send this information to DCC with the student 
at ;east one day prior to sending the new student. 

215 



O • > -146- 

ERIC 



